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INTRODUCTION 


The San Francisco Adult Probation Department is one of the components of the 
Criminal Justice System. It is charged with the responsibility of providing both 
supervisory and rehabilitation services to those persons referred by the courts. 
The department also has the responsibility of providing the courts with formal in- 
vestigative reports which include backgrounds, evaluations and recommenda- 
tions regarding treatment of offenders. 

Previous studies and reports have underscored problems within the Probation 
Department in the areas of service, procedures and efficiency. Under the current 
director, some improvements have been made. However, when this project 
began, the majority of the problems and their causes still existed. 













CONTENTS 


PART 1 PURPOSE AND METHODOLOGY 

PART 2 SUMMARY 

PART 3 FINDINGS/ACTIONS/BENEFITS 

Organizational Structure 
Responsibilities and Roles 
Work Process 
Communication 

PART 4 CONCLUSION 

PART 5 APPENDIX: SUPPORTING DOCUMENTS 

A Department Organization Chart 
B Job Responsibilities 
C Attendance Plan 
D Intake Process Package 
E Payment Plan Package 
F Supplemental Report Package 
G Workload Reporting Package 
H Caseload Assignment Recommen- 
dation 

I Classification Procedures Recom- 
mendation 

J EDP Job Aid Package 
K Pre-sentence Report Package 
L Motor Vehicle Package 
M Word Processing Package 
N Court Officer Package 
O Court/Department Communication 
Vehicle Guideline 
P Department Telephone List 









PART 1 

PURPOSE AND METHODOLOGY 



PURPOSE 


The purpose of this project was to improve the internal management and perfor- 
mance of the San Francisco Adult Probation Department. This was to be ac- 
complished by involving members of the department with a team of managers 
from Pacific Telephone in efforts to implement corrective action to mutually 
agreed upon problems. 


METHODOLOGY 


The process used in this project involved five phases: 

PHASE 1 : OBSERVATION AND STUDY 

This involved formal interviews of department members and related agencies. 
PHASE 2: FEEDBACK 

Formal feedback sessions were held. These ensured accuracy and agreement of 
observations and findings, and provided a communication vehicle with those not 
interviewed. 

PHASE 3: AGREEMENT AND ASSIGNMENT OF PRIORITIES 

The observation and feedback phases produced a list of specific problem areas. 

After agreement, these were put in priority order. 

PHASE 4: DEVELOPMENT AND APPROVAL 

Proposed solutions were developed in groups coordinated by the Pacific 
Telephone managers. The output of each group was presented to department 
management for approval and implementation decisions. 

PHASE 5: IMPLEMENTATION 

Each recommendation package was developed with implementation in mind. 
Every attempt was made to aid department management in implementing ap- 
proved recommendations. 
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PART 2 
SUMMARY 






SUMMARY OF ACTIONS 


ORGANIZATIONAL STRUCTURE 

1 . Developed and implemented a detailed department organization chart with 
procedures for monthly updates. 

2. Implemented structural changes. 

3. Recommend that sufficient supervisors be appointed to fill vacant positions 
and eliminate duality of roles. 

4. Recommend that the department adopt a uniform 8 a.m. - 5 p.m. work hour 
shift for everyone, or establish a formal flex-time procedure with sufficient 
built-in controls. 


RESPONSIBILITIES AND ROLES 

5. Developed and implemented formal written job responsibilities for Super- 
visor, Senior Probation Officer, Probation Officer and many clerical posi- 
tions. 

6. Developed and implemented new department attendance policies and pro- 
cedures. 


WORK PROCESS 

7. Developed and implemented a complete new process for induction of re- 
cently sentenced defendants (probationers). 

8. Developed and implemented a uniform procedure for tracking and reviewing 
the status of payment plans for court ordered fines and restitution. 
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9. Developed and implemented a package to instruct probation officers on the 
production of supplemental reports. 

10. Developed and implemented a uniform procedure for reporting and sum- 
marizing workload size and activity. 

1 1 . Developed a recommendation for an alternative method of assigning new 
probationers to work units. 

1 2. Developed a recommendation for classification of probationers. 

1 3. Developed and implemented a package to describe the EDP work unit. 

1 4. Developed and implemented specific criteria for writing and evaluating pre- 
sentence reports. 

1 5. Developed and implemented new motor vehicle procedures. 

1 6. Developed a recommendation for a new typing request form and introduced 
the control clerk concept. 


COMMUNICATION 

1 7. Developed and implemented a court officer concept. 

1 8. Developed procedures for a communication program to include members of 
the department and bench. 

1 9. Developed a single department telephone list with monthly update and dis- 
tribution procedures. 














































PART 3 

FINDINGS/ACTIONS/BENEFITS 









OVERVIEW 


This section presents the findings, actions taken and the perceived benefits. The 
material is categorized under four headings: 


Organizational Structure 
Responsibilities and Roles 
Work Process 
Communication 
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ORGANIZATIONAL STRUCTURE 


1 . DEPARTMENT STRUCTURE 

Findings 

- No clear understanding of department size, personnel classifications or 
reporting structure existed. 

- No formal organization chart existed. 

- The decision making process was frequently fragmented and ineffective. 

- Personality versus function was often the main consideration when mak- 
ing organizational changes. 

- Rapid and constant force changes in the department were a source of 
both confusion and frustration. 


Actions 

DEVELOPED AND IMPLEMENTED A DETAILED DEPARTMENT ORGANIZA- 
TION CHART WITH PROCEDURES FOR MONTHLY UPDATE. Appendix A 


Benefits 

- Makes all employees aware of the department’s functions, size, reporting 
structure and job classifications. 

- Provides a decision making tool for management. 

2. SCOPE OF SUPERVISION 
Findings 

- Inadequate consideration was given to scope of supervision. 

- Duality of roles existed for various supervisory positions. 

- Vacant supervisor positions existed for extended periods of time. 
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Actions 


IMPLEMENTED STRUCTURAL CHANGES. 

RECOMMEND THAT A SUFFICIENT NUMBER OF SUPERVISORS BE AP- 
POINTED TO FILL VACANT POSITIONS AND ELIMINATE DUALITY OF 
ROLES. 

Benefits 

- Produces more efficient utilization of management personnel. 

- Eliminates current organizational problems. 


3. TIME ACCOUNTABILITY 
Findings 

- Working hour schedules and time reporting procedures lacked accoun- 
tability. 

- Sign-in and sign-out procedures were unmanageable. 

Actions 

RECOMMEND THAT THE DEPARTMENT ADOPT A UNIFORM 8 A.M. - 5 P.M. 
WORK HOUR SHIFT FOR EVERYONE, OR ESTABLISH A FORMAL FLEX- 
TIME PROCEDURE WITH SUFFICIENT BUILT-IN CONTROLS. 

Benefits 

- Creates a manageable environment and eliminates current time accoun- 
tability problems. 


3-3 































RESPONSIBILITIES AND ROLES 


1. JOB RESPONSIBILITIES 

Findings 

- No uniform written responsibilities existed for positions within the Proba- 
tion Department, other than inadequate civil service job descriptions. 

- The lack of uniform written responsibilities resulted in independent ap- 
proaches to similar job functions. 

- No ongoing vehicle existed for performance feedback other than the an- 
nual city appraisal plan. 

- There was a general lack of understanding of the supervisor’s role. 

- Management expectations of subordinates were too low. 

- Management was often too responsive to the interests of small vocal 
groups. 

- Management did not uniformly administer departmental policies. 

Actions 

DEVELOPED AND IMPLEMENTED FORMAL WRITTEN JOB RESPON- 
SIBILITIES FOR SUPERVISOR, SENIOR PROBATION OFFICER, PROBATION 

OFFICER AND MANY CLERICAL POSITIONS. Appendix B 

Benefits 

- Details job responsibilities for most department employees. 

- Provides uniformity, structure and a standard for expectations and ac- 
countability. 

- Establishes a formal mechanism for ongoing feedback on performance 
and progress. 

- Provides a tool for aiding supervisors to better understand their roles as 
managers and for training new employees. 
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2. ATTENDANCE POLICIES AND PROCEDURES 


Findings 

- Existing attendance policy statments were inadequate. 

- No uniform attendance procedures were used. 

- Many employees approved their own timerolls. 

- No individual, unit or division attendance records and reports existed. 

- City reporting by payroll periods, instead of reporting days, made it 
difficult to determine employees attendance patterns. 

- Reporting of sick-leave paid was not always reported in accordance with 
civil service rule 23. 

Actions 

DEVELOPED AND IMPLEMENTED NEW DEPARTMENT ATTENDANCE 

POLICIES AND PROCEDURES. Appendix C 

Benefits 

- Provides uniform written department policies and procedures for atten- 
dance management, that comply with civil service rules. 

- Provides uniform timeroll reporting procedures and individual employee 
attendance records. 

- Provides unit and division quarterly attendance reports. 
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WORK PROCESS 


Several findings apply generally to all work process procedures within the 
department: 

- Few uniform work process procedures existed. 

- Work procedures were poorly documented, not uniformly understood and 
lacked internal controls to ensure compliance. 

- Responsibility for following work procedures was not clearly defined and 
no follow-up action was taken when procedures were ignored. 

- Missed due dates, lack of format uniformity and poor quality of output 
were apparent. 

- Existing problem-solving techniques were ineffective. 


1 . INDUCTION OF NEW PROBATIONERS 

Findings 

- Duplication and unused output existed in the current process. 

Actions 

DEVELOPED AND IMPLEMENTED A COMPLETE NEW PROCESS FOR IN- 
DUCTION OF NEW PROBATIONERS. Appendix D 

Benefits 

- The new method is a uniform process, with all responsibilities, pro- 
cedures and due dates detailed. It provides for the performance of all es- 
sential functions while avoiding duplication and wasted efforts. 

- Four of the seven probation officer positions involved in the previous pro- 
cess were freed for other assignments. 

- The supervisor position was freed for another assignment. 

- The two clerical positions were assigned elsewhere; they continued to 
perform induction process functions, but also assumed additional respon- 
sibilities. 
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The front desk duty officer position (equivalent to one officer per day) 
was eliminated. 

Equivalent dollar value of positions freed for other assignments by the 
new process was approximately $100,000. 


2. FINES AND RESTITUTION 


Findings 

- No uniform method existed for probation officers to track or review their 
probationers' payment plans. 

Actions 

DEVELOPED AND IMPLEMENTED A UNIFORM PROCEDURE FOR TRACKING 
AND REVIEWING THE STATUS OF PAYMENT PLANS FOR COURT- OR- 
DERED FINES AND RESTITUTION. Appendix E 

Benefits 

- Provides an accountable procedure for managing the collection of over 
$300,000 per year. 


3. SUPPLEMENTAL REPORTS 
Findings 

- Instructions and format used for these reports were inadequate. 

Actions 

DEVELOPED AND IMPLEMENTED A PACKAGE TO INSTRUCT PROBATION 
OFFICERS ON THE PRODUCTION OF SUPPLEMENTAL REPORTS. 
Appendix F. 
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Benefits 


Provides both uniformity of format and consistency of content to a major 
communication vehicle between the Probation Department and the 
courts. 

Will improve both quality and usefulness of these reports. 

Provides officers and supervisors with a tool for critiquing their work. 
Provides a sample to follow in developing similar packages. 


4. WORKLOAD MEASUREMENT 
Findings 

- No uniform process existed for measuring work volume. 

Actions 

DEVELOPED AND IMPLEMENTED A UNIFORM PROCEDURE FOR REPORT- 
ING AND SUMMARIZING WORKLOAD SIZE AND ACTIVITY. Appendix G 

Benefits 

- Provides uniform monthly work volume reports. 

- Provides information needed for performance reviews. 

- Furnishes managment with information required to make work and force 
assignments. 

- Gives management an important budgetary tool. 


5. ASSIGNMENT OF NEW PROBATIONERS 
Findings 

- The procedure used to assign new probationers to work units created 
workload imbalances. 
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Actions 


DEVELOPED A RECOMMENDATION FOR AN ALTERNATIVE METHOD OF 
ASSIGNING NEW PROBATIONERS TO WORK UNITS. Appendix H 

Benefits 

- Provides an equitable method for assignment of new probationers. 


6. CLASSIFICATION OF PROBATIONERS 
Findings 

- No uniform procedure was in use for classifying probationers. 

Actions 

DEVELOPED A RECOMMENDATION FOR CLASSIFICATION OF PROBA- 
TIONERS. Appendix I 

Benefits 

- Provides uniform guidelines for classification of all probationers. 

- Gives management valuable information regarding the type of proba- 
tioners being supervised by each officer. 

- Provides better information for caseload management. 


7. ELECTRONIC DATA PROCESSING (EDP) WORK UNIT 
Findings 

- Roles, responsibilities and capabilities of this new section were unclear. 

Actions 

DEVELOPED AND IMPLEMENTED A PACKAGE TO DESCRIBE THE EDP 
SECTION. Appendix J. 
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Benefits 

- Clarifies the functions and capabilities of an important department infor- 
mation resource. 

8. PRE-SENTENCE REPORT 
Findings 

- The criteria for judging report quality and content were inadequate. 

- Existing criteria were not being followed. 

Actions 

DEVELOPED AND IMPLEMENTED SPECIFIC CRITERIA FOR WRITING AND 
EVALUATING PRE-SENTENCE REPORTS. Appendix K 

Benefits 

- Provides officers and supervisors with a tool for critiquing their work. 

- Will improve both quality and usefulness of these reports. 

- Provides a sample to follow in developing similar packages. 

9. MOTOR VEHICLES 
Findings 

- Existing policies and procedures for administering department automo- 
biles were inefficient and lacked accountability. 

Actions 

DEVELOPED AND IMPLEMENTED NEW MOTOR VEHICLE PROCEDURES. 
Appendix L 
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Benefits 


- Provides more efficient scheduling control. 

- Provides for appropriate management approval. 

- Provides improved records of usage. 


10. WORD PROCESSING 
Findings 

- Existing control procedures were ineffective. 

Actions 

DEVELOPED A RECOMMENDATION FOR A NEW TYPING REQUEST FORM. 
INTRODUCED THE CONTROL CLERK CONCEPT. Appendix M 

Benefits 

- Provides control procedures for processing work and meeting time com- 
mitments. 

- Improves communication between Word Processing and other members 
of the department. 

- Provides a vehicle for quantity/quality feedback to the typists. 
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COMMUNICATION 


1. COURT OFFICERS 

Findings 

- Communication between the Probation Department and other members of 
the Criminal Justice System was inconsistent and ineffective. 

Actions 

DEVELOPED AND IMPLEMENTED A COURT OFFICER CONCEPT. 

Appendix N 

Benefits 

- Provides a uniform vehicle for handling the large volume of contacts that 
occur between the Adult Probation Department and the courts. 

- Provides a means for strengthening credibility and rapport between the 
Adult Probation Department and the courts. 

- Provides a method for improving communication with other members of 
the Criminal Justice System. 


2. COURT/DEPARTMENT COMMUNICATION 
Findings 

- There was a lack of rapport between line officers and the judges. 

Actions 

DEVELOPED PROCEDURES FOR A COMMUNICATION PROGRAM TO IN- 
CLUDE MEMBERS OF THE DEPARTMENT AND BENCH. Appendix O 

Benefits 

- Provides a means for improving communication. 
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3. DEPARTMENT TELEPHONE LIST 


Findings 

- No uniform method existed for keeping track of employees' telephone 
numbers, room locations or work unit assignments. 

- Existing lists were inaccurate and involved duplication of effort. 

Actions 

DEVELOPED A SINGLE DEPARTMENT TELEPHONE LIST WITH MONTHLY 

UPDATE AND DISTRIBUTION PROCEDURES. Appendix P 

Benefits 

- Provides an important tool for improving internal communication within the 
department. 

- Eliminates duplicate work. 

- Uses one procedure to update both the department’s organization chart 
and telephone list. 

- Identifies responsibility for the update and distribution process. 
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PART 4 
CONCLUSION 




CONCLUSION 


The project results are both positive and significant. From the beginning, the 
mutual goal of the team members and the Adult Probation Department manage- 
ment was not just to identify problems and make recommendations, but to imple- 
ment corrective action. 

Solutions to many of the problems and deficiencies in the department were 
developed. Most have been implemented. The remainder have been accepted by 
management for implementation in the near future. 

It is the recommendation of the Project Team that follow-up sessions be con- 
ducted in the department. It is important that the long-term results be assessed 
to determine whether the present direction and momentum continue. Follow-up 
reviews, at six and twelve months, by one of the team members are suggested to 
evaluate the impact of this project on the San Francisco Adult Probation Depart- 
ment. 
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APPENDIX: SUPPORTING DOCUMENTS 
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SAN ^FRANCISCO ADULT PROBATION DEPARTMENT 
DUTIES AND RESPONSIBILITIES 

SUPERVISOR POSITION 


PROBATION DEPARTMENT 


The Probation Department provides services to the Courts, the 
Community and those persons placed under its jurisdiction by 
court order. 


SUPERVISOR POSITION 

The Supervisor, guided by an awareness of the role the Probation 
Department plays in providing services to the Courts, the 
Community and those on probation, has a responsibility to his/her 
staff to provide training, knowledgeable support and both formal 
and informal feedback on performance. The supervisor has a 
responsibility to be both aware of and involved in the work of 
his/her staff. 

It is assumed that a supervisor brings to the job an educated and 
experienced perspective. From this personal base, he/she must 
balance the demands placed on him/her by the needs of staff, the 
requirements of the department, the law, the courts, the 
community, the clients and the realities of time limitations. 

The following discribes many of the duties and responsibilities 
of a supervisor in the Probation Department. It is not meant to 
be an all-inclusive list, but rather a somewhat detailed guide to 
what is expected of one in this position. 


DUTIES AND RESPONSIBILITIES 

GENERAL 

1. Maintain current knowledge of laws, departmental policies, 
procedures and guidelines, community resources and other 
contacts essential to the performance of the position and 
support of staff. 

2. Plan and organize work and the use of time to meet job 
requirements . 

3. Produce, as well as require from staff, work of a quality 
level that meets the job requirements. 

4 . Provide leadership and motivation to staff and make all 
decisions required by the position. 
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SPECIFIC 
A. TRAINING 


1. Explain to staff the duties, responsibilities and depart- 
mental expectations of their positions. 

2. Conduct both formal and informal training of staff accor- 
ding to their individual needs and requirements. 

3. Make time available for both scheduled and impromptu 
conferences with staff to discuss problems and other 
issues . 

B. WORK MANAGEMENT 

COMMUNITY SERVICES 


1. Develop and maintain a reasonable and equitable system 
for work distribution based on recognized priorities, 
current awareness of relative workloads and the 
individual skills of staff. 

2. Establish and maintain a monitoring system that insures 
all work performed by staff meets assigned time 
commitments and departmental standards for format, 
content and quality. 

3. Maintain all records and statistics required by the 
position. 

4. Conduct a formal Quarterly Review with each officer. The 
purpose of these reviews is to provide an ongoing vehicle 
for positive support, constructive criticism, feedback on 
performance, and general discussion between supervisors 
and officers. These reviews should be recorded and 
should cover a minimum of the following items: 

a. Size, degree of activity and other relevant facts and 
statistics related to the case load. 

b. General condition of all case files in areas such as 
organization, content, completeness of narrative, 
etc. 

c. General condition of all reports produced in areas 
such as organization, content, completeness, legality 
and the following of established report criteria. 

d. Progress of clients in such areas as reporting and 
compliance with conditions and instructions of 
probation. 

e. Status of all payment plans in the caseload. 

f. Performance in meeting due dates and other 
commitments . 
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f. Performance in meeting due dates and other 
commitments . 

g. Specific feedback, both positive and negative, on 
progress and quality of work during the quarter. 

h. Agreement on plans to improve skills during the 
coming quarter. 

i. Agreement on plans to meet training needs. 

j. Constructive feedback from the officer on the 
performance of the supervisor. 


INVESTIGATION 


1. Develop and maintain a reasonable and equitable system for 
work distribution based on recognized priorities, current 
awareness of relative workloads and the individual skills of 
staff. Priorities for case assignment are as follows: 

a. Due date - assignment based upon date case due in court 
for sentencing the defendant. 

b. Offense - assignment based upon present offense to 
include consideration of the number of counts and the 
number of co-defendants. 

c. Expertise/job classification of officer - assignment 
based upon consideration of both special skills of the 
officer and whether he/she is a senior or not. It is 
recommended that seniors be assigned more difficult cases 
in line with their higher experience levels. 

d. Training - assignment based upon the need to further the 
experience of a given officer in certain areas. 

2. Establish and maintain a monitoring system that insures all 
work performed by staff meets assigned time commitments and 
departmental standards for format, content and quality. 

3. Maintain all records and statistics required by the position. 

4. Promote unit and individual target setting and do necessary 
follow -up . 

5. Conduct a formal Quarterly Review with each officer. The 
purpose of these reviews is to provide an ongoing vehicle for 
positive support, constructive criticism, feedback on 
performance, and general discussion between supervisors and 
officers. These reviews should be recorded and should cover 
a minimum of the following items: 

a. Size, degree of activity and other relevant facts and 
statistics related to the basic work load. 
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b. General condition of all case files in areas such as 
organization, content, completeness of narrative, etc. 

c. General condition of all reports produced in areas such 
as organization, content, completeness, legality, and the 
following of established Pre-Sentence report criteria. 

d. Performance on due dates and other commitments. 

e. Specific feedback, both positive and negative, on 
progress and quality of work during the quarter. 

f. Agreement on plans to improve skills during the coming 
quarter. 

g. Agreement on plans to meet training needs. 

h. Constructive feedback from the officer on the performance 
of the supervisor. 


C. COMMUNICATION 

1. Conduct regularly scheduled staff meetings (minimum of 
twice per month) based on a formal agenda. Provide an 
atmosphere which promotes free communication and explor- 
ation of ideas, problems, issues, alternatives and 
potential solutions. 

2. Provide open and effective communication of all relevant 

activities, information and written materials to staff on 
such areas as: policies, procedures and guidelines, 

pertinent legislation, staff changes, progress of depart- 
mental committees, problem areas, etc. Seek and provide 
staff with further information on any of the above items 
that require clarification. 

3. Provide effective communication to higher management, 
peers and appropriate contacts outside the department. 


D. PERFORMANCE EVALUATION 

1. Do an annual Performance Evaluation on all subordinates. 
Assessment should be based on job performance and 
directly related issues. It should stress progress and 
strengths as well as areas needing improvement. infor- 
mation from the formal Quarterly Reviews should provide 
the primary input to the annual performance evaluation. 


E. PERSONNEL ADMINISTRATION 

1. Comply with and enforce punctuality, attendance and all 
other personnel policies and procedures of the 
department. 
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2. Provide rewards and take appropriate disciplinary action 
as called for by the situation. Exhaust disciplinary 
measures at own level before referring to higher adminis- 
trative levels. 

3. Take required action to insure employee safety. 

4. Be familiar with procedures for handling employee 
complaints and grievances or other labor relation 
problems . 


F. CONTRIBUTION TO DEPARTMENT/ORGANIZATION 

1. Take an active role in departmental policy making, 
modification and approval. 

2. Accept assignments and constructively contribute to 
standing and ad hoc committees and task forces. 

3. Make suggestions for improved operations, procedures and 
services . 

4. Promote coordination and teamwork within the probation 
department, with other members of the criminal justice 
system, and with outside agencies. 

5. Effectively represent the probation department with 
outside agencies and groups, when required to do so. 
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SAN FRANCISCO ADULT PROBATION DEPARTMENT 
DUTIES AND RESPONSIBILITIES 

PROBATION OFFICER/SENIOR PROBATION OFFICER 


PROBATION DEPARTMENT 

The Probation Department provides services to the Courts, the 
Community, and those persons placed under its jurisdiction by court 
order . 

PROBATION OFFICER 

The Probation Officer, guided by an awareness of his/her responsi- 
bility in providing Community protection, insures that orders imposed 
by the Court on probationers are carried out and attempts to determine 
and service the needs of clients placed under his/her supervision. 

It is assumed that a Probation Officer brings to the job an educated 
and experienced perspective. From this personal base, he/she must 
balance the demands placed on him/her by the law, the courts, the 
community, the clients, the Probation Department itself and the 
realities of case load size and time limitations. 

The following describes many of the duties and responsibilities of a 
Probation Officer. It is not meant to be an all inclusive list but 
rather a somewhat detailed guide to what is expected of one in this 
position. 

DUTIES AND RESPONSIBILITIES 
GENERAL 

1. Know and comply with legal and departmental policies, 
procedures and guidelines effecting the position. 

2. Know and make use of appropriate community resources and 
other contacts essential to carry out the requirements of 
the position. 

3. Plan and organize work and the use of time to meet job re- 
quirements . 

4. Produce work of a quality level that meets the job 
requirements . 

5. Perform such periodic functions as: duty officer, etc. 
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SPECIFIC 

A. TRAINING : 

1. Work with your supervisor to develop an understanding 
of the duties, responsibilities and departmental 
expectations of your position. 

2. Actively participate in both formal and informal 
training offered to you. 

3. Take time to confer with your supervisor on problems 
and other issues where you would like assistance. 

B. WORK MANAGEMENT 

COMMUNITY SERVICES 


1. NEW CASES: 

a. Review case file; log required statistics; finish 
gathering required information; prepare and send letters 
to victim(s) if necessary; prepare to interview the 
client . 

b. Conduct initial interview of the new client by the 
required 15th workday of the intake process cycle. It 
is the officer’s responsibility to contact the client, 
if the client does not call the officer as instructed. 
The following duties all relate to the initial 
interview : 

1 ) Explain all court ordered conditions of probation 
and other instructions you may wish to give to the 
client. Have client sign the Probation Instruction 
sheet . 

2) Establish a reporting plan for the client (minimum 
contact is once per month) . 

3) Arrive at an agreed upon payment plan with the 
client that is realistic, if case involves a fine or 
restitution . 

4) Refer client to court ordered or other service 
agencies that might serve the client’s needs. 

5) Complete required registration forms (sex offender, 
drugs, etc.) 

6) Obtain Background Questionnaire and any further 
information needed from the client. Determine and 
take care of any further needs the client may have. 


7) 


Fingerprint and send Flash Notice 
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8) Make a written, dated and signed, record of this and 
all subsequent contacts with the client on the 
Narrative Sheet . The narrative should include a 
record of all instructions, referrals or agreed upon 
plans made with the client, as well as any other 
impressions the officer may feel are important. 

2. ONGOING CASES: 

a. Do necessary follow-up to insure client complies with 
all court ordered conditions of probation, as well as 
instructions of the probation officer. 

b. Do necessary follow-up to insure client complies with 
agreed upon reporting plan (minimum contact is once per 
month) . 

c. Monitor agreed upon payment plans in cases involving 
fines or restitution. Review status of all cases 
involving payment plans quarterly with supervisor. 

Officer and supervisor to discuss action to be taken on 
problem cases. 

d. Record All contacts with client on the Narrative Sheet. 
Entries should be clear and understandable to Supervisors, 
O.D.'s and future Probation Officers. It is also expected 
that the narrative will assess the progress of the client 
on probation. 

e. Maintain case files according to departmental policies. 

f. Close and submit cases to Supervisor within 30 days 
after expiration or termination in accordance with 
departmental policy number 106.06. 

g. Submit all court reports on time and in the required 
format. Reports are to be concise, logical and 
objective, with sufficient data to support any 
recommendation made. When appropriate, probation 
officers are expected to initiate court reports such as 
motions to review, modify, revoke, desertion, etc. 

Current department policy is to be followed in 
submitting all motions. 

h. Probation Officer is expected to appear in court as 
required . 

i . Probation Officer is expected to be responsive to a 

variety of collateral contacts (e.g.: Attorneys, 

victims, families, community and other criminal justice 
agencies, etc.) 

j. Probation Officer is expected to make field visits when 
necessary. 

k. Maintain all records and statistics required by the 
position . 








3. QUARTERLY REVIEW: 


a. Prepare for and take an active part in formal 

Quarterly Reviews with your supervisor. The purpose 
of these reviews is to provide an ongoing vehicle 
for positive support, constructive criticism, 
feedback on performance and general discussion 
between supervisor and officers. Notes will be kept 
from these reviews to provide input to the annual 
appraisal. These reviews should cover a minimum of 
the following items: 

1) Size, degree of activity and other relevant 
facts and statistics related to the case load. 

2) General condition of all case files in areas 
such as organization, content, completeness of 
narrative, etc. 

3) General condition of all reports produced in 
areas such as organization, content, 
completeness, legality, and the following of 
established report criteria. 

4) Progress of clients in such areas as reporting 
and compliance with conditions and instructions 
of probation. 

5) Status of all payment plans in the case load. 

6) Performance in meeting due dates and other 
commitments . 

7) Specific feedback, both positive and negative, 
on the officer's progress and quality of work 
during the quarter. 

8) Agreement on skills the officer wishes to 
improve during the quarter. 

9) Agreement on plans to meet training needs the 
officer may have. 

10) Constructive feedback the officer may wish to 
provide on the supervisor's performance. 
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INVESTIGATIQN 

1. PRE-SENTENCE REPORTS: 

a. Interview the client; compile prior record (rap 
sheet) to include juvenile record (up to age 32); 
compile present offense (police incident report); 
verify information by sources other than the 
defendant's statement. 

b. Produce the report in the required format; review it 
for both content and accuracy; insure its delivery 
to Court by the required date. 

c. The following may also be appropriate in the 
production of pre-sentence reports: 

1) Contact of interested parties, witnesses and 
victims . 

2) Description of prior incidents. 

3) Referals to agencies for additional information, 
( e ,g . testing , etc . ) . 

2. QUARTERLY REVIEW: 

a. Prepare for and take an active part in formal 

Quarterly Reviews with your supervisor. The purpose 
of these reviews is to provide an ongoing vehicle 
for positive support, constructive criticism, 
feedback on performance and general discussion 
between supervisor and officers. Supervisor will 
keep notes from these reviews to provide input to 
the annual appraisal. These reviews should cover a 
minimum of the following items: 

1) Size, degree of activity and other relevant 
facts and statistics related to the basic work 
load . 

2) General condition of all case files in areas 
such as organization, content, completeness of 
narrative, etc. 

3) General condition of all reports produced in 
areas such as organization, content, 
completeness, legality, etc. 

4) Performance on due dates and other commitments. 
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5) 

Specific feedback, both positive and negative 
on the officer’s progress and quality of work 
during the quarter. 

6) 

Agreement on skills the officer wishes to 
improve during the quarter. 

7) 

Agreement on plans to meet training needs the 
officer may have. 

8) 

Constructive feedback the officer may wish to 
provide on the supervisor's performance. 

COMMUNICATION 

1 . Provide 

effective communication to supervisors, peers 


and appropriate contacts outside the department. 

2. Attend regularly scheduled staff meetings. Contribute 
to an atmosphere in these meetings which promotes free 
communication and exploration of ideas, problems, 
issues, alternatives and potential solutions. 

D. PERSONNEL ADMINISTRATION 

1. Comply with punctuality, attendance and all other 
personnel policies and procedures of the department. 

2. Follow proper channels and normal organizational 
structure for questions, complaints, etc. 

E. CONTRIBUTION TO DEPARTMENT /ORGANIZATION 

1. Whenever possible, take an active role in the formation, 
modification and approval of departmental policy. 

2. Accept assignments and constructively contribute to 
standing and ad hoc committees and task forces. 

3. Make suggestions for improved operations, procedures and 
services . 

4. Promote coordination and teamwork within the probation 
department, with other members of the criminal justice 
system, and with outside agencies. 

5. Effectively represent the probation department with 
outside agencies and groups, when required to do so. 
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F. SENIOR PROBATION OFFICER 

1. In addition to the items listed above, it is expected 
that Senior Probation Officers will also be responsible 
for the following: 

a. Serve as a back-up supervisor from time to time. 

b. Help in the training of new probation officers. 

c. Serve as a resource for questions from probation 
officers . 

d. Handle more difficult cases and reports. 

e. Review the work of probation officers, if asked to 
do so by their supervisor. 
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SAN FRANCISCO ADULT PROBATION DEPARTMENT 
QUARTER REVIEW WORKSHEET 


Officer : 


Unit: 


Supervisor: 


Qtr/Yr : 


Size, degree of activity and other relevant facts and statistics 
related to work load. 


General condition of all case files in areas such as organiza- 
tion, content, completeness of narrative, etc. 


General condition of all reports produced in areas such as organ- 
ization, content, completeness, legality, and the following of 
established report criteria. 



Progress of clients in such areas as reporting and compliance 
with conditions and instructions of probation ( applies to 
Community Services only ) . 


Status of all payment plans in case load ( applies to Community 
Services only ) . 


Performance on due dates and other commitments. 




































Progress of clients in such areas as reporting and compliance 
with conditions and instructions of probation ( applies to 
Community Services only ) . 


Status of all payment plans in case load ( applies to Community 
Services only ) . 


Performance on due dates and other commitments. 
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Feedback, both positive and negative, on progress and quality of 
work during the quarter. 


Plans to improve skills during coming quarter. 


Plans to meet identified training needs. 


Feedback on Supervisor's performance. 
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CLERICAL RESPONSIBILITIES (INVESTIGATION DIVISION) 


Clerical responsibilities within the Investigation Division are 
many and various. It is necessary to an efficient flow of the 
work process to codify the present responsibilities and specify 
those responsibilities it would be helpful to add. 


A. Present 

1. Xeroxing of materials 

2. Acquisition of office supplies 

3. Acquisition of DA files 

4. Acquitition of criminal records from the bureau of 
investigation, e.g., rap sheets, incident reports 

5. Logging of presentence report assignments 

6. Typing 

7. Distribution of materials, e.g., presentence reports 


B. Additional 

1. Filing finished reports in investigation 

2. Filing - (miscellaneous) 

3. Compilation of division statistics 

4. Distribution of materials to: 

Vacaville Youth Guidance Center 
State Parole Board 
Prison Archives 
Other Probation Departments 
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A GUIDE TO MANAGING ATTENDANCE 


I . GENERAL 

The San Francisco Adult Probation Department, in order to 
provide dependable service to the community and courts, must 
rely on its employees to be on the job. Each employee, as a 
condition of employment accepts the responsibility of being 
on the job as scheduled. The purpose of these guidelines is 
to provide a vehicle of understanding between employee and 
supervisor regarding attendance expectations. 

A. Department Policy: 

The establishment of good attendance is not only 
expected, it is a condition of employment. We expect 
each employee to maintain sufficiently good health in 
order to have good attendance. We recognize that an 
occasional absence is unavoidable but, in general, we 
expect each employee to be on the job each day. 
Consequently, our policy is stated as follows: 

"While good attendance does not necessarily mean 
perfect attendance, good attendance does mean 
demonstrated ability to be on the job on time each 
day for sustained periods of time." 

1. Department Role: 

Every organization, no matter what size, relies on 
people to get the job done. Our department's 
ability to provide dependable court and community 
service is based upon dependable people. To do our 
daily job of providing the best possible service, we 
need the help and skills of each employee every 
scheduled workday. We recognize the value of each 
individual employee. When one is absent, regardless 
of cause, it weakens our ability to serve. For 
example : 

(1) Service and case load difficulties caused by 
shortages . 

(2) Increased cost to the department of payments for 
time not worked and loss of productive time. 

(3) More people required to maintain a cushion for 
absence . 

(4) More management time required to cope with 
problem cases. 
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2. Employee's Role: 

There are many reasons why the subject of 
attendance is important to the employee; the 
following are a few of the most important: 

a. Good health is important to everyone. 

Attendance may reflect how employees take care 
of themselves. 

b. It is obvious that a certain amount of work 
must be done each day. Unexpected absences 
increase the amount of work on other employees 
who are on the job. 

c. Attendance is a part of each employee's job 
performance. If employees know what is 
expected of them, they can achieve that 
expectation. 
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II . PROMOTING GOOD ATTENDANCE 


A. Attendance Expectations and Objectives: 

The question of what is good attendance and what we 
should expect of our employees is not easy to 
answer. However, the following should be helpful 
in discussions with employees. 

B. The Supervisor's Role: 

1. Each supervisor is responsible for managing the 
attendance of each assigned employee. All 
absence from work, whether because of illness, 
accident, personal reason, is within the 
supervisor's area of responsibility even though 
other levels of management may be involved in 
the more complex cases. When an employee 
reports an illness, an accident or requests 
time off from work, the supervisor must use 
good judgment in handling the situation. 

2. The Supervisor Should: 

a. Obtain a clear understanding with the 
employee as to what is expected, e.g.: 

Good attendance is a job requirement. 

Each employee is expected to be on the 
job every day. 

Each employee is expected to maintain 
sufficiently good health to have good 
attendance . 

3. Explain the reasons for our attendance policy 
to new employees. Make it clear that: 

a. As a department providing services to the 
community we must always have an adequate 
work force available. 

b. Failure to meet our attendance expectations 
has an adverse effect on: 

- the courts 

- the clients 

- the public 

- fellow employees 

- the department 
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Note: It is important for our employees to 

understand this policy. The supervisor 
should explain that: 

Each individual attendance record is an 
important consideration when requesting 
time off or unit assignment/transfer. 

Absence patterns should be considered 
in total, including all absence other 
than those provided for in exclusions 
on page 12. 

c. Advise new employees that they should: 

1. Keep their supervisor informed beforehand, when 
possible, of any illness, child care arrangements, 
etc., which could cause an absence. 

2. Notify their supervisor or another supervisor no 
later than 8:30 a.m. if they are unable to report to 
work that day. 

(a) If they do not report by 8:30 a.m. their 

supervisor will contact them out of concern for 
their well being. 

d. Let employees know we have a sincere interest in their 
welfare and will do all we can to help solve any 
attendance problems that might arise. 

e. Set the example: 

1. As the supervisor, you must have a good 
understanding of the department's expectations and 
objectives and whole-heartedly support them. 

2. This understanding and support is reflected in your 
own attendance record - set a good example. 

f. Senior Supervisors should satisfy themselves, by 
conducting semi-annual reviews, that their subordinate 
supervisors are consistent in their application of the 
attendance policy in individual cases. Likewise, all 
records should be properly noted and up-to-date. 
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C. Understanding Causes for Poor Attendance 

1. Sickness absence - accounts for the major part of all 
absence and presents the greatest challenge to good 
management. Excellence in attendance goes hand-in-hand 
with good service, production and morale. This results 
from developing good attitudes and a sense of 
responsibility in each employee. Therefore, you, as the 
supervisor should consider motivation a primary part 

of your attendance improvement program. Your approach 
to this type absence should be that of: 

a. Preventing a recurrence. 

b. Creating in the employee the desire to be at work. 

2. Management can reduce absence most effectively by 
correcting its major causes through sound personnel 
administration and supervision. Contributing causes of 
absence include: 

a. Poor health. 

b. Low employee morale and lack of job interest. 

c. Immature employee attitude toward the job. 

d. Routine, unchallenging work. 

e. Inconsistent application of attendance policy. 

f. Worry about home obligations which result in 
requests for more time off, i.e., family illness, 
inadequate child care, etc. 

3. Usually, the most important factors are those that have 
to do with dissatisfaction with the job itself. If 
workers like their jobs, they will be reluctant to let 
non-job activities interfere with attendance. If, on the 
other hand, they are basically unhappy with what they 
do, they will be quick to take advantage of any excuse 
for staying away from the job. In this connection, 
attendance is largely a matter of good morale — or lack 
of it. Supervisors should probe these factors in any 
attendance discussions with employees. 

D. Recognizing Good Attendance 

1. You, the supervisor, have both the authority and the 

responsibility to maintain excellent attendance in your 
group and to apply your programs and policies fairly. 
Recognition of good attendance should be an integral 
part of your attendance program. 
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Employees need to feel that they make a personal 
contribution to the success of the group and by 
commending good attendance, you will help fulfill part 
of this need. Recognition of good attendance is just as 
important as correcting attendance problems. It is a 
morale booster to an individual and to a group. 

a. Commendations: 

Formal recognition is important, but informal 
commendation discussions on a day-to-day basis 
particularly reward those employees who make every 
effort to be on duty as scheduled regardless of 
circumstances. By continually showing appreciation 
of good attendance, you create a positive attitude 
in your employees. 

b. Considering Requests for Time Off: 

1. Employee with a good attendance record: 

Here is an opportunity to approach attendance 
from a positive point of view. Consider all the 
facts, but make every effort to recognize good 
attendance performance. (Remember, especially, 
that a staff shortage condition may continue for 
extended periods of time. Rather than refusing 
time off requested by an employee with an 
outstanding attendance record, you may have to 
make short term sacrifices during a staff 
shortage period to follow through with your 
positive reinforcement program. ) 

2. If management is in a position to grant time 
off, and wishes to do so, use the occasion as an 
opportunity to recognize good attendance by 
approving it. Inform the individual 
specifically how his/her good attendance record 
has influenced your decision. However, if you 
are unable to let the person go, make sure to: 

- Give a reason. 

- If appropriate, offer a better time. 

Note: This should not be construed as allowing 

a reward system of granting paid days off 
to all employees who achieve a certain 
level of excellent attendance. This 
relates instead to specific instances of 
individual need. 
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3. Employee with poor attendance ("not meeting 
standards" ) : 

Here again, your decision should reinforce any 
program you have. Time off is a privilege and 
in most cases would not be given to someone who 
is "not meeting Standards" unless it is a case 
of emergency. This does not include exclusions 
on page 12. 

4. Emergency situations: 

The following emergency situations should 
dictate granting time off without question. 

This time off will be deducted from sick pay 
credits . 

- When unable to work because of illness or 
injury. 

- In case of death of an family member or other 
relative. The family members include mother, 
mother-in law, father, father-in law, wife, 
husband, child, brother or sister, or any 
person related by family ties who is 
permanently residing in the household of the 
family. (See Civil Service Rule 23.08 for 
specific administration details.) 

- An unexpected disruption in child care 
arrangements . 

- Protection of personal property. 

- Emergency medical attention. (Includes 
immediate family. ) 


Revised 

8 / 30/78 
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III. 


MANAGING THE ATTENDANCE PROBLEM 


Although a small percentage of our employees will have 
attendance problems, we must be equipped to identify such 
problems and then solve them. 

A. Absence 

ABSENCE IS ANY TIME AN EMPLOYEE IS SCHEDULED TO OR 
EXPECTED TO WORK, BUT DOES NOT REPORT, OR LEAVES 
WORK AFTER REPORTING FOR REASONS NOT ASSOCIATED 
WITH DEPARTMENT OPERATIONS. THIS EXCLUDES BREAKS 
OR LUNCH PERIODS WHEN THE EMPLOYEE IS NOT 
SCHEDULED TO WORK. 


1. There are two basic standards of attendance 
performance : 

a. Absence must be for valid reasons. 

A "valid reason" is generally defined as: 

1. Illness that renders the employee 
unable to perform normal job duties or 
would endanger the health of other 
employees . 

2. Situations (usually of emergency 
nature) which are beyond the 
employee's immediate control that make 
coming to work impossible. 

b. Absence for valid reasons, even though 
incurred by employees with good attendance 
attitudes, must be kept within "reasonable 
limits" of performance standards. 

Performance considered as "not meeting 
standards" would be indicated when all 
of the following conditions are present: 

1. Fourteen (14) or more full days 
absence in the past twelve months. 

2. No unusual circumstances are evident. 
(See Page 11 for details) 
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Note: In administering the standards of 

performance, judgment should be applied, 
taking into consideration extenuating 
circumstances . 

2. Applying judgment to the individual case: 

It would be unwise to state that a certain number of 
days absence is a good record whereas, a greater 
number of days is not good attendance without due 
consideration to other factors. Each case must 
receive individual analysis. Guidelines presented 
in the following are to alert and assist the manager 
involved. Management must do its utmost to apply 
good managerial skills in judging what constitutes 
good, satisfactory and unsatisfactory attendance. 

The following is a list of some of the factors which 
should be considered when evaluating attendance 
performance : 

a. Length of service. 

b. Number of sick leave days accumulated. 

c. Length of prior perfect attendance periods 

d. Number of days of absence. 

e. Number of occurrences. 

f. Reasons for absences. 

g. Is there an absence pattern? 

3. Attendance improvement - plan of action: 

If we are to effectively manage the attendance 
performance of our employees, we must have a plan of 
action. While management should use their own 
methods, they should be consistent with the 
following guidelines: 

a. Zero to four days absence (in the last 12 months 
or equivalent for less than 12 months service) 
is commendable: 

1. Each manager must apply good judgment to 
each situation. It is very important, 
during the first absences, to remember the 
importance of proper timing. For example: 
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- a discussion too early may cause employee 
irritation . 

- a discussion too late may cause the 
employee to feel we are being unfair. 

2. Therefore, each manager must determine at 
what point it is apropriate to accomplish 
the following: 

- make sure the employee receives a good 
welcome back (always appropriate). 

- explain the importance of proper health 
care as it relates to good attendance. 

- make sure the employee knows attendance 
requirements and understands Department 
policy. 

b. Five to thirteen days absence (in the last 

12 months or equivalent for less than 12 months 
service) is marginal: 

1. At this point each manager should normally 
do the following: 

Note: Unusual circumstances may dictate 

that some of these steps could be 
eliminated . 

- Examine the employees attendance records. 

- Determine a plan of action to improve the 
employee's attendance performance. 

- Hold a discussion with the employee to 
reach understanding on the plan of action 
chosen. The supervisor should be assured 
that the employee has a clear understanding 
of the department attendance policies. 

It is appropriate for the supervisor to 
mention that "Sick Leave with Pay is a 
privilege available to protect the 
employee during times of incapacitation 
and that it no way excludes the management 
from dealing with employees whose absences 
affect the workflow and effectiveness of 
the department. 

- All discussion, should be documented. 
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- If the supervisor feels that extenuating 
circumstances prevail and a discussion is 
not warranted at this time, these 
circumstances must be documented. 

c. Fourteen or more days absence (in the last 

12 months or equivalent for less than 12 months 
service) unacceptable: 

1. AT THIS POINT, THE EMPLOYEE IS "NOT MEETING 
DEPARTMENT STANDARDS" (unless unusual 
circumstances exist). 

The supervisor should prepare an analysis of 
the problem along with a revised plan of 
action. An Absence Case Review, all records 
of discussions, recommendations and the 
employee's attendance record should be sent 
to the next higher level of management for 
review. The Senior manager should: 

- Review the employee's attendance 
record, records of discussion, 
supervisor's analysis and plan of 
action . 

- Point out any inconsistencies in 
judgment to ensure uniform application 
of policy. 

- Consult with a doctor, civil service 
group where appropriate. 

- Consider disciplinary action such as 
submitting a "warning letter" to the 
employee's file, suspension, denying 
personal time off, etc. 

- Consider having three-way discussion 
with employee, supervisor. 

- Consider this person's record as 
against others in the organization; is 
it worse or not as bad as others? 

- Follow-up on the progress of each 
individual . 


Page 11 








Note: The preceding are guidelines for handling various 

situations. They are not substitutes for good 
management judgment. We cannot be inflexible in 
administering the plan. After the supervisor and the 
employee discuss and agree on how attendance can be 
improved, the supervisor should work closely with the 
individual for a reasonable period of time. If no 
progress is observed in the employee's absence rate, 
disciplinary action should then be implemented. 

B. Exclusions 

1. The following absences, if approved by management, will 
be excluded from the Department Standard: 

a. Court witness under subpoena. 

b. General failure of public transportation. 

c. Jury duty. 

d. Legal work stoppage. 

e. Time off to avoid or reduce a surplus in force; 
this includes time off scheduled in advance 
(assigned time off) and time off granted to 
employees on their request. 

f. Time off for volunteer firefighters called to 
fight fires, or volunteer police called for 
active duty during an emergency. (Such time to be 
considered time not worked.) 

g. Union activities under union contracts. 

h. In case of death of an immediate family member or 
other relative.** 

i. Quarantine.** 

** See Civil Service Rule 23.08 for administration 
details . 

C. Punctuality 

1. Tardiness is any incident when an employee has not 
reported to work when normally scheduled or when the 
employee has previously agreed to work. 

2. The following guidelines, coupled with good 
judgment, should be used to evaluate punctuality: 

a. Commendable: Zero to six times in the last 12 

months . 
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b. Marginal: Seven to ten times in the last 12 months 

(or the equivalent for less than 12 months service). 

c. Unsatisfactory: Over eleven times in the last 

12 months (or the equivalent for less than 

12 months service). 

3. Tardiness improvement - Plan of action 

a. Make sure all employees know we require 

punctuality in arriving at work, from reliefs 
and from lunch hours and that they understand 
the reasons why. 

(1.) Zero to six occurrences in the last 
12 months. 

- Document all tardiness and indicate the 
reason given by the employee for the 
incident . 

(2.) Seven to ten occurrences in the last 

12 months (or the equivalent for less than 
12 months service). 

- Review with the employee the Department's 
standard for punctuality. 

- Determine the reason for tardiness. 

- Formulate a plan of corrective action. 

Ensure that the employee understands the 
plan of action. 

- Document the discussion. 

- Consider reviewing the case with the next 
higher level of supervision. 

(3.) Eleven or more occurrences in the last 

12 months (or the equivalent for less than 
12 months service). 

AT THIS POINT THE EMPLOYEE IS "NOT MEETING 
STANDARDS" (unless unusual circumstances exist). 

The supervisor should prepare an analysis of the 
problem along with a revised plan of action. The 
Absence Case Review form, all records of 
discussion, recommendations and the employee's 
attendance record should be sent to the next 
level of management for review. The senior 
manager should: 
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- Review all materials pertinent to the case. 


Note: 


Revised 
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Point out any inconsistencies in judgment 
to ensure a uniform policy. 

- Consider this person's record as compared to 
others in the organization; is it worse than 
or not as bad as others? 

- Consider having a three-way discussion with 
the employee, supervisor. 

- Consider disciplinary action such as 
suspension, docking pay, and office 
reassignment . 

- Follow-up on the progress of each employee 
not meeting standards. 

b. Supervisors have discretion to approve "make-up' 1 
time under the following conditions: 


(1.) 

When the problem is not chronic 



(2.) 

The tardiness is to be recorded 
employees Attendance Record. 

in 

the 

(3. ) 

When made-up, the lost time will 
docked but the tardy will still 

not be 
be counted 


as an occurrence. 

The preceding are guidelines for handling various 
situations. They are not substitutes for good 
management judgment. The appropriate disciplinary 
action for each case is dependent upon the 
circumstances of the case. To determine the action, 
the current tardiness situation should be evaluated 
for common causes or patterns. Past tardiness 
histories should also be reviewed. 

Such unforseen reasons as flood, earthquake and 
transportation failure should be taken into 
consideration. If the employee appears to be 
improving but drops below the satisfactory range, 
less severe discipline may be called for than in 
cases when an effort to improve is not evident. 

Each case must be reviewed individually to determine 
the disciplinary or corrective action necessary to 
rehabilitate the employee. 
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D. Final Warning 

In preparation, thoroughly review the case. Obtain 
Medical opinion where applicable. The next higher 
level of management is responsible to see that 
proposed disciplinary action is consistent when 
compared with the treatment accorded other 
employees. It is the responsibility of the 
supervisor who recommends separation from the 
payroll to assure that there are no wide variances 
within the organization. 

1. Conducting the final warning interview. 

The Department Head conducts the final warning 
interview. During the interview the following 
points must be made explicitly clear. 

a. How the employee has failed to meet 
Department standards. 

b. How the employee has not made necessary 
improvement even with assistance given. 

c. Requirements must be met immediately and on 
a sustained basis. (e.g., "If you are 
absent again between now and the next six 
months, it could lead to your suspension 

( dismissal ) . " ) 

d. The supervisor then asks the employee to 
repeat back what was said, making sure the 
warning was understood. 

e. The final warning interview must be fully 
documented, including a summary of what was 
said by both the Department Head and the 
employee . 

E. Suspension/Dismissal Recommendation 

1. Before you prepare a suspension and/or dismissal 
recommendation, keep in mind that sufficient 
time must be allowed for obtaining proper 
approvals and appropriate papers. 
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You should be assured that: 

a. You know the problem and, if possible, 
the basic cause. 

b. You have done everything to help the 
employee meet performance standards 
that a fair-minded person might 
expect . 

c. An approved plan of corrective action 
has been followed, including a Final 
Warning Interview. 

d. Your case is adequately documented. 

e. Appropriate levels of management have 
been consulted and approve the 
contemplated action. 

The department head suspends and/or dismisses 
the employee. The supervisor should secure 
identification card, keys and badge. 

F. Decision Chart 

1. Exhibit 7 provides a graphic ready reference 
which may be of assistance in formulating the 
plans for handling these cases. 
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IV. 


MAINTENANCE OF RECORDS 


Evaluating the absence performance of individuals requires 
the immediate supervisor to ensure the maintenance of 
accurate up-to-date records. The immediate supervisor 
should examine individual attendance calendars monthly to 
verify accuracy, promptness of recording and documentation 
of discussions. 

A. The Attendance Record 

Form AP96, Exhibit 1, is designed to provide a 
continuous record of each employee's attendance. 

The "Reason" section is used to record the date and 
reason for absence. 

The information to complete form AP96 should be 
recorded from the timeroll sheet, AP70, Exhibit 2. 
This information is posted by the immediate 
supervisor or a designated employee (usually 
responsible for timeroll posting). 

Enter the department, anniversary date, and the 
employee's name in the space provided. For 
employees added to the force after the first of the 
year, draw a line through the days preceding the 
employment date. Enter "engaged", "moved from", 
date, etc., on the line. Use same method to show 
force loss. 

All absence must be recorded using standard 
timeroll symbols listed in the timeroll reporting 
form AP70 . 

1. Absence - Full Day - Illness - Sick Leave - 
Paid. Show for the day of the month SP. 

2. Absence - four hours - Doctor's Appointment - 
Sick Leave - Paid. For the day of the month, 
enter the symbol and the number of hours absent 
such as 4/SP . 

3. Absence - Extended Periods. If an employee is 
absent for more than two days, show the 
appropriate symbol on the first and the last 
day and draw a line inbetween. 

4. Tardiness - Enter the date and number of 
minutes on the timeroll sheet (AP70) in the 
comments section. Enter "T" on the date 
involved and reasons space on the individual 
attendance record (AP 96). 
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5. Exclusions - The following absences should be 
encircled and excluded: 

a. Court witness under subpoena. 

b. General failure of public transportation. 

c. Legal work stoppage. 

d. Time off to avoid or reduce a surplus in 
force; this includes time off scheduled in 
advance (assigned time off) and time off 
granted to employees on their request. 

e. Time off for volunteer firefighters called 
to fight fires, or volunteer police called 
for active duty during an emergency. (Such 
time to be considered time not worked.) 

f. Union activities under union contracts. 

6. Reasons - Enter the date and reason for 
absence. When the record is reviewed, enter 
the date and "Reviewed Attendance", then 
initial. Make a concise record of all 
supervisor discussions. These reports will aid 
in future considerations and will give the 
complete history of a case when a decision must 
be made. Such reports are confidential and 
should not appear on or with this form. They 
should be filed with the employee's personnel 
records . 

7. Monthly and Yearly Totals - Bring forward the 
totals for the preceding year and enter them in 
spaces provided. Total monthly, as indicated 
on the form, total the columns annually and 
carry totals forward. 

B. Absence Report 

Form AP97 , Exhibit 3, Absence Report, is provided 
for the immediate supervisor to evaluate in detail 
the attendance and punctuality of those employees 
reporting to her/him. 

This review should be made monthly and the 
information reported to the division quarterly. 
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C. Absence Summary 

Form API 07 , Exhibit 4, Absence Summary is provided 
for the Department Head to evaluate the departments 
performance by division. 

This report should be completed by the divisions 
and submitted quarterly and summarized at the end 
of the year. 

D. Record of Interviews 

Form AP98, Exhibit 5, should contain a complete 
description of matters discussed, employee's 
understanding, action taken, action planned and in 
the case of a warning interview the specific words 
that were used. 

Commendations for good attendance and improvement 
should be recorded giving a summary of the 
discussion and the reaction of the employee. 

E. Absence Case Review 

The Absence Case Review, Form AP99, Exhibit 6, 
should be prepared for those employees with 
unsatisfactory attendance when efforts of the 
immediate supervisor to rehabilitate have failed. 
The use of the information on this form is intended 
to provide higher management a basis for 
comprehensive evaluation. The results of this 
analysis should provide the immediate supervisor 
with the direction needed. 

The form should be routed through lines of 
supervision to that level where appropriate 
authority to take the action indicated is vested. 
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EXHIBIT 2 


SAN FRANCISCO ADULT PROBATION DEPARTMENT 


ACCOUNTING USE 


SUPERVISOR 


NAME / 

CLASSIFICATION - STATUS 

WED 

/ 

THUR 
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FRI 

/ 

MON 
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TUE 
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H - Holiday 
V - Vacation 
S — Suspended 
SD — Sick Disability 


SL — Sick leave without pay 
SP — Sick leave with pay 
LH - Legal Holiday 
L — Leave, other than sickne; 


0 - Absent without leave, no pr 

ML - Military leave without pay 
MP - Military leave with pay 
JD — Jury Duty 


* 5:00 p.m. of Tuesday each week, 
t tJv abew knformitk 




AP 70 (7-20-7® 


ORIGINAL- PayroM 


SUPERVISOR'S SIGNATURE DATE 

DUPLICATE • Supwvfcor's 




San Francisco Adult Probation Department 


DEFINITION OF TIME LAW SYMBOLS 


Holidays observed: 

New Years Day, Lincolns Birthday, Washingtons Birthday, 
Memorial Day, Independence Day, Labor Day, 

Admission Day, Columbus Day, Veterans Day, Thanksgiving, 
and Christmas. 


V - VACATION 

The city provides annual vacations for all employees who 
have completed one year or more of continuous service. 

The following vacation allowances are based on length of 
service: 

1. Ten (10) working days per year for the first five (5) 
years of service. 

2. Fifteen (15) working days per year after five years 
service. 

3. Twenty (20) working days per year after 15 years 
service . 

The third and fourth week of vacation cannot be taken 
until you have reached your anniversary date in your 
fifth and fifteenth year of service. 

Employees must take five days of vacation annually, 
the balance may be taken in the current year or saved 
for use in following years if approved by the 
department . 

Permanent employees may accumulate a maximum of 
thirty (30) working days of vacation for future use. 

When a holiday falls on a regular working day during 
your vacation the holiday is not counted as a 
vacation day. 

S - SUSPENDED 

Employees suspended from work. 

SD - SICK DISABILITY 

Employees who are absent from duty because of disability 
arising out of and in the course of their employment. 

SL - SICK LEAVE WITHOUT PAY 

When an employee is not eligible for sick leave with pay 
or has used all of his or her sick leave merits, he/she 
may request sick leave without pay. A maximum amount of 
sick leave without pay depends on the employees status, 
as follows: 

1. Permanent employees - up to three years must be 
renewed every six months. 

2. Probation area employees - ten days. 

3. Temporary employees - ten days; may be extended if 
replacement is not necessary. 

































SP - 


SICK LEAVE WITH PAY 


Employees earn thirteen (13) working days per year. 

Unused sick leave may be accumulated from year to year 
until the maximum accumulation is reached which is 
130 working days. 

No 6ick leave with pay is allowed during the fir.st six 
months of employment unless previously earned sick leave 
credits . 

Sick leave may be used: 

1. When you are unable to work because of illness or 
injury, not job incured. 

2. For medical or dental appointments. 

3. Absence due to quarantine declared by the Department 

of Public Health or other competent authority. ( See Civil Service Rule 23.0 

4 . In case of death of member of your immediate family 
or other relative. 

Members of your immediate family include the 
following: Mother, mother-in-law, father, 

father-in-law, husband, wife, child, brother, or 
sister, or any other person related by family ties 
who is permanently residing in the household of the 
employee. ( See Civil Service Rule 23.08) 

5. For alcoholism, if medically diagnosed by a licensed 
physician and subject to certain condition. 

6. Absence due to pregnancy or convalescence period 
following childbirth; provided that the length of 
leave of absence including the date on which the 
leave shall commence and the date on which the 
employee shall assume duties, shall be determined by 
the employee and the employees physician. 

LH - LEGAL BOLIDAY 

Use the symbol for 'Floating Holiday". 

L - LEAVE OTHER THAN SICKNESS 

Examples include such leaves as personal reasons, 
education, etc. 


0 - ABSENT WITHOUT LEAVE, NO PAY 

Absence from duty without proper authorization for any 
period of time up to and including five (5) or less 
working days. 

ML - MILITARY LEAVE WITHOUT PAY 

Military leave taken during a probationary period does 
• not extend such probationary. 

MP - MILITARY LEAVE WITH PAY 

Employees who have been in the employ of the city and 
county for a period of not less than one year 
continuously prior to the date upon which military leave 
begins, shall receive their regular salary or 
compensation for a period not to exceed thirty (30) 
calendar days of military leave in any fiscal year, nor 
■ore than thirty (30) calendar days during a period of 
continuous military leave. 

JD - JURY DUTY 

Any employee who is called for Jury Duty for a Municipal, 
State, or Federal Court is allowed his/her salary less 
the amount jury fees paid while serving as a juror. 
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DEPARTMENT POLICY STATEMENTS 



SAN FRANCISCO ADULT PROBATION DEPARTMENT 
£ ATEMENT OF POLICY AND/OR PROCEDURE 

PROGRAM: ADMINISTRATION 
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SUBJECT: WORK HOURS 


No . Dated 8-28-78 

Page I of 1 Pages 


Replaces No. Dated 

Page of Pages 
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I 


I 


> 


The department is open to the public between 8:00 AM and 
5:00 PM. Offices, therefore, must be open and in opera- 
tion between these hours. 


A . Scheduled Hours 

All employees are scheduled to work from 8:00 AM to 
5:00 PM, except when specific needs of the Agency dictate 
otherwise . 

Exceptions include the following which are subject to 
supervisory approval and which are only temporary 
conditions for a defined and agreed upon time. 

1. Training and education classes 

2. Transportation arrangements 

3. Child care arrangements 

4. Special request (requires Department Head 
approval ) . 

B . Lunch Break 

Lunches are one hour in duration and should be taken 
between 11:00 AM and 2:00 PM. 

Staff, depending on their work, may be required to 
stagger lunch hours in order to provide coverage. 
Coordination and cooperation are essential, and 
conflicts will be resolved by the supervisor. 

C . Work Breaks 

Each employee is entitled to two fifteen-minute 
breaks; one between the hours of 9:00 AM and 11:00 AM 
and the second between 2:00 PM and 4:00 PM. 

Work breaks are to be coordinated with other employees 
to ensure work coverage. 

D. Overtime 


Overtime requires advanced supervisory approval. 
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VACATIONS AND HOLIDAYS 


No . Dated 8-28-78 

Page 1 of 2 Pages 
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A . Vacation 


The city provides annual vacations for all employees who 
have completed one year or more of continuous service. 
The following vacation allowances are based on length of 
service . 


1. Ten (10) working days per year for the first five 
years of service. 

2. Fifteen (15) working days per year after five years 
of service. 

3. Twenty (20) working days per year after fifteen years 
service . 

II 

The third and fourth week of vacation cannot be taken 
until the employee has reached his/her anniversary date 
in his/her fifth and fifteenth year of service. 

Employees must take five (5) consecutive days of vacation 
annually. The balance may be taken in the current year 
or saved for use in following years if approved by the 
department head. 

Permanent employees may accumulate a maximum of thirty 
(30) working days for future use. 

i 

When a holiday falls on a regular working day during your 
vacation, the holiday is not counted as a vacation day. 

1. Vacation Schedules 

Vacation periods are scheduled by the Work Unit 
Supervisors with the intention of accommodating 
employee plans, the needs of the department. The 
date the request is made and the employee's seniority 
are additional factors that will be considered before 
final approval. 


II 
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Vacations must be scheduled in advance so as not to 
interfere with the Department function; any excep- 
tions require supervisory approval: 

a. Thirty days (30) in advance if five (5) or 
more days are requested. 

b. One week in advance for one (1) to four (4) 
days . 


B. Holidays 

Holidays observed by the City and County of 
San Francisco are: 

New Year's Day 
Lincoln's Birthday 
Washington's Birthday 
Memorial Day 
Independence Day 
Labor Day 

If any of the above holidays falls on a Sunday, 
the Monday following is observed as a holiday. If 
any of these fall on a Saturday, the preceding 
Friday is observed as a holiday; however, offices 
must remain open and staffed. In addition, the 
City will observe as a holiday any day so declared 
by the President or Governor. 

C. Floating Holiday 

One additional date, called a Floating Holiday, 
may be taken at the discretion of the employee 
subject to the approval of the unit supervisor. 


Admission Day 
Columbus' Day 
Veterans Day 
Thanksgiving 
Christmas 
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A. General 

The San Francisco Adult Probation Department, in 
order to provide dependable service to the community 
and courts, must rely on its employees to be on the 
job. Each employee, as a condition of employment, 
accepts the responsibility of being on the job as 
scheduled . 

B. Department Policy 

The establishment of good attendance is not only 
expected, it is a condition of employment. We expect 
each employee to maintain sufficiently good health in 
order to have good attendance. We recognize that an 
occasional absence is unavoidable but, in general, we 
expect each employee to be on the job each day. 
Consequently, our policy is stated as follows: 

"While good attendance does not necessarily mean 
perfect attendance, good attendance does mean 
demonstrated ability to be on the job on time 
each day for sustained periods of time". 

C. Department Role 

Every organization, no matter what size, relies on 
people to get the job done. Our departments ability 
to provide dependable community and court service is 
based upon dependable people. To do our daily job of 
providing the best possible service, we need the help 
and skills of each employee every scheduled work day. 

We recognize the value of each individual employee. 

When one is absent, regardless of cause, it weakens 
our ability to serve. For example: 

- Service in case load difficulties 
caused by shortages. 

- Increased cost to the department of 
payments for time not worked and loss of 
productive time. 

- More people required to maintain a 
cushion of absence. 

- More management time required to cope 
with problem cases. 
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D. Employees Role 

There are many reasons why the subject of attendance 
is important to the employee; the following are a few 
of the most important: 

- Good health is important to everyone. Attendance 
may reflect how employees take care of 
themselves . 

- It is obvious that a certain amount of work 
must be done each day. Unexpected absences 
increase the amount of work on other employees 
who are on the job. 

- Attendance is a part of each employees job 
performance. If employees know what is 
expected of them, they can achieve that 
expectation. 

E. Department Definition Of Absence 

Absence is any time an employee is scheduled to or 
expected to work, but does not report, or leaves 
work after reporting for reasons not associated 
with department operations. This excludes breaks 
or lunch periods when the employee is not scheduled 
to work. 

Generally, an absence is: 

1. An illness that renders the employee unable to 
perform normal job duties or would endanger the 
health of other employees. 

2. Situations (usually of emergency nature) which 
are beyond the employees immediate control that 
makes coming to work impossible. 

Specifically (Civil Service Rule 23): 

1. When an employee is unable to work because of 
illness or injury, not job-incurred. 

2. For medical or dental appointments. 

3. Absence due to quarantine declared by the 
Department of Public Health or other competent 
authority. 
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4. In case of death of an immediate family member or 

other relative. Immediate family members include 
the following: mother, mother-in-law, father, 

father-in-law, wife, husband, child, brother or 
sister, or any person related by family ties who 
is permanently residing in the household of the 
family. 

5. For alcoholism, if medically diagnosed by 
licensed physician and subject to certain 
conditions . 

6. Absence due to pregnancy or convalescence follow- 
ing childbirth; provided that the length of the 
leave of absence, including the date on which the 
leave shall commence and the date the employee 
shall resume duties, shall be determined by the 
employee and the employee's physician. 

F. Department Standards of Performance 

It would be unwise to state that a certain number of 
days absence is a good record where as, a greater 
number of days is not good attendance without due 
consideration to other factors. However, it is 
important that supervisors and employees be equipped 
to identify attendance problems and then together 
solve them. In doing this, guidelines must be 
established so that both parties know what is 
required of them. The purpose of the following 
definitions is to provide a vehicle of understanding 
between employee and supervisor regarding expecta- 
tions . 

1. Levels of Performance 

Total number of days, and tardies are the main 
factors considered in analyzing attendance 
performance. The following performance 
guidelines show the three basic levels of 
performance and what management action can be 
expected based on those levels. 

a. Zero (0) to four (4) sick leave days absences 
(in the last 12 months or equivalent for less 
than 12 months service). 

Management Action: 

Supervisor should recognize and commend this 
level of performance. 


> 


' 
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b. Five (5) to thirteen (13) sick leave days 
absences (in the last 12 months or equivalent for 
less than 12 months service). 

Management Action: 

At this point the supervisor can be expected to 
do the following: 

- Analyze the employee's attendance performance. 

- The supervisor might choose to hold a meeting 
with the employee to discuss his/her record and 
department policy. 

- The supervisor will be expected to document any 
discussions held with the employee. 

c. Fourteen (14) sick leave days absence (in the 
last 12 months or equivalent for less than 12 
months service). 

At this point, the employee is not meeting 
standards (unless unusual circumstances exist). 

Management Action: 

- At this point, the supervisor will hold a 

discussion with the employee and make sure the 
employee has a clear understanding of the 
attendance standards. During this discussion a 
clear understanding should exist between the 
supervisor and the employee that future 
occurrence might call for further action, such 
as: a warning letter may be placed in the 

employee's file, personal time off may be 
denied, suspension, and if warranted, 
dismissal . 

- The supervisor can be expected to perpare an 
analysis of the employee's record and forward 
it along with past documentation to the next 
higher level of supervision. 


» 
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- The supervisor may consider having a three-way 
discussion with the next higher level and/or 
the personnel committee. 

4. Punctuality 

Tardiness is when an employee has not reported to 
work when normally scheduled or when the employee 
has previously agreed to work. All tardies will 
be recorded and reported to civil service payroll 
as no pay upon reaching a total of four (4) 
hours . 

a. Commendable: 

0 to 6 times in the last twelve months. 
Management Action: 

Supervisor should recognize and commend this 
level of performance. 

b. Marginal: 

7 to 10 times in the last twelve months (or 
the equivalent for less than twelve months 
service ) . 

Management Action: 

Determine the reason for tardiness. 

Review with the employee the departments 
standards for punctuality. 

Formulate a plan of corrective action. 
Insure that the employee understands the 
plan of action. 

Document the discussion. 

Consider reviewing the case with the next 
higher level of supervision. 

c. Unsatisfactory: 

Over 10 times in the last 12 months (or the 
equivalent for less than 12 months service). 
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Management Action: 

At this point the employee is not meeting 
standards (unless unusual circumstances exist). 

- The supervisor can be expected to prepare an 
analysis of the problem along with the revised 
plan of action and forward for review by the 
next higher level of management. 

Consider disciplinary action such as 
suspension, denying time off and, if 
warranted, dismissal. 
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A. General 

All leaves of absence are governed by the following 

general provisions: 

1. Leave request must be approved by the department head. 

2. A request for leave of more than five (5) working days 
must be made on a civil service form. 

3. A civil service permanent appointee requesting leave 
must have completed the probationary period. 

4. A temporary appointee is limited to leave not to 
exceed ten (10) working days. In the case of sick 
leave, the ten (10) day limitation may be extended by 
the unit supervisor and appointing officer. 

5. No sick leave is allowed during the first six months 
of employment unless the employee has previously 
earned sick leave credits. 


B . Request 


Employees may request any of the following types of leaves 
of absence: 

1. Sick Leave With Pay 


Sick leave with pay is a benefit. This time off should 
not be thought of as vacation days, but instead shall 
be used in accordance with the following civil service 
guidelines : 

Employees are entitled to thirteen (13) sick leave days 
per year. Unused sick leave may be accumulated from 
year to year until a maximum accumulation of one 
hundred and thirty (130) working days has been 
reached. 

It is the employee's responsibility to notify his/her 
supervisor (by 8:30 AM of that day) if unable to report 
to work due to illness. Doctor/dentist appointments 
must be approved at least four (4) days in advance 
unless unusual circumstances exist. 
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Sick leave may be used: 

a. WHEN AN EMPLOYEE IS UNABLE TO WORK BECAUSE OF 
ILLNESS OR INJURY , NOT JOB-INCURRED. 

b. FOR MEDICAL OR DENTAL APPOINTMENTS. 

C. ABSENCE DUE TO QUARANTINE DECLARED BY THE DEPARTMENT 
OF PUBLIC HEALTH OR OTHER COMPETENT AUTHORITY. 

d. IN CASE OF DEATH OF AN IMMEDIATE FAMILY MEMBER OR 

OTHER RELATIVE. Immediate family members include 
the following: mother, mother-in-law, father, 

father-in-law, wife, husband, child, brother or 
sister, or any person related by family ties who is 
permanently residing in the household of the family. 

e. FOR ALCOHOLISM, IF MEDICALLY DIAGNOSED BY LICENSED 
PHYSICIAN AND SUBJECT TO CERTAIN CONDITIONS. 

f. ABSENCE DUE TO PREGNANCY OR CONVALESCENCE FOLLOWING 
CHILDBIRTH; PROVIDED THAT THE LENGTH OF THE LEAVE OF 
ABSENCE, INCLUDING THE DATE ON WHICH THE LEAVE SHALL 
COMMENCE AND THE DATE THE EMPLOYEE SHALL RESUME 
DUTIES, SHALL BE DETERMINED BY THE EMPLOYEE AND THE 
EMPLOYEE'S PHYSICIAN. 

(In these types of absences, the supervisor will record 
but not report this time off the job until four (4) 
hours have been accumulated. When four hours have been 
reached, it will be reported to the Civil Service pay- 
roll as sick leave paid or not paid. Time off under 

c. and d. will be recorded but only reported to Civil 
Service Payroll as detailed in rule 23.08.) 

Forms 

- If absent from the job less than five (5) days, a 
completed Department Sickness/Injury Report (Exhibit 

1) must be submitted to the unit supervisor. 

- If absent from the job more than five consecutive 
working days, a completed Civil Service form (Exhibit 

2) stating the nature and duration of illness and 
signed by the employee's doctor must be submitted. 

- A doctor's signature for any amount of absence due to 
illness may be required. 

2. Leave Without Pay 

When the employee is not eligible for sick leave with 
pay or when all sick leave credits have been used. 


' 
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the employee may request sick leave without pay. The 
maximum amount of sick leave without pay depends on 
employee status, as follows: 

a. Permanent employees - up to three (3) years - 
must be renewed every six (6) months. 

b. Probationary employees - ten (10) days. 

c. Temporary employees - ten (10) days; may be 
extended if replacement is not necessary. 

Absence on sick leave without pay in excess of five 
(5) consecutive days requires a doctor's certifica- 
tion on a Civil Service form (Exhibit 3). 

3. Educational Leave 

Leaves for the purpose of securing additional educa- 
tion in a field related to an employee's position may 
be granted for the period to complete the coursework. 
A Civil Service form (Exhibit 4) must be completed 
and submitted for approval beforehand. 

4. Military Leave 

Employees may be granted military leaves. Under 
certain conditions, employees on military leave may 
receive their regular pay or compensation for a 
period not to exceed thirty (30) calendar days. More 
information on military leaves may be obtained from 
Administration. 

5. Personal Leave 

Employees may request leave for personal reasons. A 
personal leave may be approved for a period not to 
exceed one (1) month for each six months of permanent 
service up to a maximum of nine (9) months leave 
( Exhibit 4 ) . 

6. Jury Duty 

Employees should notify their immediate supervisors 
as soon as a jury summons is received. Any employee 
who is called for jury duty for a Municipal, State or 
Federal court is allowed his/her salary less the 
amount of jury fees paid while serving as a juror. 

It is necessary to obtain from the Jury Commission or 
a Court Clerk a "Jury Duty Certificate". This should 
promptly be given to the unit supervisor in order to 
receive payment. 
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SICKNESS or INJURY REPORT 

(to be used only in cases under five days duration) 

Sick leave with full pay granted- for under five days duration, or any part thereof, must be reported to the department, under 
the provisions of civil service rules, section 23.02 and 23.1 1. 


NAME OF EMPLOYEE 

DATE THIS REQUEST MADE OUT 

CLASS NO. AND TITLE 

PERIOD OF LEAVE 

THROURH 

TOTAL TIME 


DATE 

DATE 

DAYS HRS. 

DEPARTMENT 

EMPLOYEE'S SIGNATURE 

DEFINITION OF SICK LEAVE 
Civil Service Rule 23.02 

A leave of absence granted under this Rule for one of the following reasons shall be known as "sick leave": 

(check appropriate box) 




| illness or injury 

| | medical or dental appointment 

| | quarantine 

| | death in immediate family 

P~~l death of other relatives 
j~~| treatment of alcoholism 

l | pregnancy or convalescent period following childbirth 
| | other, explain below 

EXPLAIN ABSENCE 


APPROVAL OF SICK LEAVE 
Civil Service Rule 23.11 

I certify to the Commission that the above case was investigated 
and has been found deserving. 


Supervisor 


Date 


Officer (if applicable) 


Date 


(7-20-78) 
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REQUEST FOR SICK LEAVE WITH FULL PAY 

(To Be Used Only in Coses of Over Five Days’ Duration) 

^ick Leave with fuR poy gronted for o ver five days' duration under the provisions of Ordinance 4.052 1 must be immediately reported 
) the Ovfl Service Commission on this form. 



I, the undersigned physidon, do hereby certify that this employee is incapacitated for the performance of required duties because of 
the reasons listed below, and I therefore recommend that a leave of obsence be granted for the duration of the illness. I further certify 
that the employee signed this request for leave in my presence. 



DEPARTMENTAL APPROVAL 

I hereby certify that I have granted the leave of obsence with full pay requested herein, under the provisions of Ordinance 5959 
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CIVIL SERVICE COMMISSION OF SAN FRANCISCO 
Room 151 City Hall 

REQUEST FOR LEAVE OF ABSENCE WITHOUT PAY 
DUE TO SICKNESS 

TMtt FORM MUST K FILED WITH THE CIVIL SERVICE COMMISSION WHEN THE DURATION Of THE ARSE NCI EXCEEDS FIVE DAYS 

Permanent Civil Service employees who have completed their probationary period may be granted sick leave 
without pay lor the duration o 1 the Illness but any one request shall not exceed six months. Should iurther sick 
leave be required a new request must then be submitted. Permanent Civil Service employees serving their proba- 
tionary period may be granted sick leave without pay but not to exceed two weeks. 

Sick leave without pay will not be approved when in the judgment ol the Civil Service Commission its iurther 


An employee on sick leave without pay must not accept employment elsewhere. 

DATE THIS REQUEST MADE OUT 

NAME OF EMPLOYEE 

PERIOD OF LEAVE 

(He. of Months, Dors' (Dot# Leo#e betii 

CLASS NO. AND TITLE 

EMPLOYEE’S RANK 

SALARY ORDINANCE 
Svdion IlM 

department 

ROSEAU OR SUS-D (VISION 


PHYSICIAN'S CERTI F I CATE 

1. the undersigned physician, do hereby certify that this employee is incapacitated for the performance of re- 
quired duties because of the reasons listed below, and I, therefore, recommend that the leave of absence herein 
requested be granted. I Iurther certify that the employee signed this request for leave in my presence. 


STATE MERE NATURE OF ILLNESS 


SIGNATURE OF EMPLOYEE 


SIGNATURE of PHYSICIAN 


DATE OF PHYSICIAN'S 

Signature 


THE ABOVE REQUEST IS APPROVED 


































EXHIBIT 4 

am SERVICE COMMISSION OP SAN FRANCISCO 7 ° f 7 
■OOM 111 aiT RAIL 


• BEQUEST FOR LEAVE OF ABSENCE WITHOUT PAY 

FOB REASONS OTHER THAN SICKNESS 



* 

( 


CSC 11/77 


ENTOED 
HM.C ui.. 


7-22 
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INTAKE PROCESS PACKAGE 


I 


SAN FRANCISCO ADULT PROBATION DEPARTMENT 


OBJECTIVE 

INTAKE PROCESS 


To introduce a new client to the probation process in a manner 


that is efficient yet 
service needs. 

still meets all of his/her essential 

INTAKE PROCESS CYCLE 



The following describes the major action steps of the intake 
process and the workday on which each should occur: 

♦WORKDAY ACTION 


1st 

Client or paperwork on client comes 
to front desk and begins the intake 
process . 

3rd 

File on client is forwarded to the 
proper unit supervisor, with whatever 
information has been gathered by that 
time. 

5th 

Unit supervisor returns name of permanent 
probation officer to front desk on Proba- 
tion Officer Identification slip. 

6th - 8th 

Dates given to client to call front desk 
for name and telephone number of permanent 
probation officer. 

8th - 15th 

Appointment made and client seen by perma- 
nent probation officer. 


♦Always indicates by end of workday 
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RESPQNS IB I LI TIES 

The following summarizes the responsibilities of Probation 
Department personnel involved in the intake process. 


FRONT DESK 

1. Greet the new client; take the client's court slip; give 
the client a Reception Form (AP91) to fill out with 
instructions to return it to the desk when complete. 

2. Determine if the client is currently on a grant of probation 
and should therefore be referred to their perm nent probation 
officer. 

3. Determine if the client is a Non Bay Area Out-of -County case 
and should therefore have a complete file, including Incident 
Report, RAP Sheet, and Probation Instruction Sheet, put 
together before referring the case to the intake officer. 

4. If not on a current grant of probation, enter the client's 
name in the Intake Control Log and compute required dates. 

5. Type the required information on the Probation Acknowledgement 
Form (AP92) and on the Intake Process Sheet (AP93) . 

6. Make the file, clip the Court Slip, completed Reception Form 
(AP91) , Probation Acknowledgement Form (AP92) , Intake Process 
Sheet (AP93) and a blank Background Questionnaire (one 
currently being used by Investigation) together and give to 
the intake officer. 

7. Once the intake officer has interviewed the client and returned 
all the paperwork to the front desk, finish gathering all required 
information detailed on the Intake Process Sheet (AP93) and 
assign and forward the file to the proper unit supervisor by 

end of 3rd workday. 

8. Post the name of the assigned probation officer to the Intake 
Control Log when it is received from the unit supervisor; provide 
it along with the telephone number to the client when he/she 
calls the front desk. 


INTAKE OFFICER 

1. Normal Intake Process: 

a. Review and verify information on the completed Reception Form 
(AP91) with the client. 

b. Review all information on the Probation Acknowledgement Form 
(AP9 2 ) with the client including how and when to contact 
his/her permanent probation officer. Have him/her sign the 
form and give him/her a copy. 
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c. Give the client a blank Background Questionnaire form 
(one used by investigation) and instruct him/her to 
take it home, fill it out and bring it back to the 
first meeting with their permanent probation officer. 

d. Put a check mark next to relevant categories in the 
Other Information section of the Intake Process Sheet 

( AP 9 3 ) , and make note of any action taken or instructions 
given to the client. 

e. Return all paperwork to the front desk for further pro- 
cessing, once the client has left. 

2. Other Intake Officer duties. 

a. Determine and take care of all Immediate Needs of the new 
client. If unable to service the need themselves, intake 
officers should identify the unit to which the client will 
be assigned, and refer them to the supervisor of that unit 
for immediate handling. 

b. Handle No Locals as a form of immediate need. 

c. Handle No Shows. 

d. Screen and process requests for Courtesy Supervision. 

e. Handle Out-of-County cases as follows: 

1) Bay Area County cases are to be treated like a normal 
intake case. 

2) Non Bay Area cases should be referred to the supervisoi 
of the out-of-county unit so that the client may be 
seen by an officer that same day, if at all possible. 


UNIT SUPERVISOR 


1. Assign and forward the case file to the permanent probation 
officer by the end of the 5th workday. Indicate officers 

name and any other appropriate information on the Intake Process 
Sheet (AP93) . 

2. Return name of permanent probation officer to the front desk on 
the Probation Officer Identification Slip by end of 5th workday. 

3. Notify the cashier by means of the yellow copy of the Proba- 
tion Agreement form in cases involving fines or restitation. 

Date the cashier is notified should be entered on the Intake 
Process Sheet (AP93) . This is to be done prior to forwarding 
the file to the permanent probation officer. 

4. Do necessary follow-up to make sure new clients are seen by 
their permanent probation officer on a before the 15th workday 
of the intake process cycle. 




' 
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PERMANENT PROBATION OFFICER 

1. Responsible for making an appointment and interviewing the 
new client by the 15th workday of the intake process cycle. 

2. Responsible for completing the introduction of the client 

to the probation process. This will include such things as: 

a. Interviewing the client; explaining what probation 
is; explaining the conditions of the client's proba- 
tion; explaining the expectations the officer has 

of the client in such areas as reporting, paying 
fines and/or restitution, attending treatment 
programs, etc. 

b. Completing required duties and paperwork such as: 
the Probation Instruction Sheet, the Flash Notice, 
letters to victim (s) in restitution cases, providing 
cashier with required information, the Background 
Questionnaire, fingerprinting the client, making 

a written record of the meeting, etc. 


FORMS 


The following are samples of the new forms involved in the intake 
process : 

1. Reception Form - AP91 

2. Probation Acknowledgement Form - AP9.2 

3. Intake Process Sheet - AP93 

4. Probation Officer Identification Slip 

5. Intake Control Log 


7-18-78 


































INSTRUCTIONS: Please PRINT the following information and return the completed form to the 
Reception Desk. 

^ San Francisco Adult Probation Department 

RECEPTION FORM 

► 

Your Name 

Last First Middle 

WHERE DO YOU LIVE ? 

Present Address 

^ City State Zip 

Telephone No. 

WHO SHOULD WE CONTACT IN CASE OF EMERGENCY ? 

Name Relation 

Address 

City State Zip 

I Telephone No. 

Name Relation 

Address 

City State Zip 

Telephone No 

EMPLOYMENT 

^ Name of Employer 

Address Tel. No 

May we contact your Employer? Yes No 

May we contact you at your place of Employment? Yes No 

| PROBATION STATUS 

Are you currently on Probation? Yes No 

Are you currently on Parole? Yes No 

DATE 


I 


AP91 (7-1-78) 






Today's Date 


CITY AND COUNTY OF SAN FRANCISCO, 94103 
ADULT PROBATION DEPARTMENT 
HALL OF JUSTICE 
880 BRYANT STREET, ROOM 200 
(415) 553-1704 


PROBATION ACKNOWLEDGEMENT FORM 


Name 

Last 

First 


Middle 

Date of Court Order 


Court No. 


Charoe 


Action No. 



1 hereby acknowledge that I was granted a 

period of probation by the Court. 

I understand and agree to abide by the following: 

. 1. To call the Probation Department (415) 553-1704, between the dates 

and to get the NAME and TELEPHONE NUMBER of my permanent 

Probation Officer and to immediately call that Officer for an appointment to see him/her. I under- 
stand that if I do not do this, my case could be returned to Court for further action. 

2. To notify the Probation Department immediately of any change of address or telephone number. 

3. To conduct myself in accord with all laws of the community and to avoid any person or situation 
that might result in my arrest. 


I understand that I will be seeing my permanent Probation Officer within the next three weeks. I also 
understand that I am bound by all the conditions of my probation between now and the time when I 
meet with my permanent Probation Officer, by the fact that I was informed of them in Court. 

All of the above conditions have been explained to me and I both understand and agree to abide by them. 


Probationer's Signature 


Date 


Probation Officer 


AP 92 (7-1-78) 


Original - File 


Copy — Probationer 

















































SAN FRANCISCO ADULT PROBATION 


INTAKE PROCESS SHEET 


Client. 


Assigned to Unit. 
DATES 
Intake _ 


First Middle 

Probation Officer/Caseload Number 


File Delivered. 


1st Workday 3rd Workday 

Given to Client to Call for Name of Permanent P.0. _ 


P.0. Name Due to Front Desk . 


6th Workday 


By which Client to be seen by Permanent P.0. 


15th Workday 


*Date Client Actually Seen by Permanent P.0. 


8th Workday 


Probation Number 


6th Workday 


FILE CONTENTS 

INCLUDED 

Book Sheet □ 

Copy of Index Card (If old case) □ 

Court Slip (Showing Disposition) □ 

Court Docket/History □ 

Incident Report □ 

Old File (If available) £] 

Probation Acknowledgement Form (AP92) □ 

Probation Instruction Sheet □ 

Rap Sheet □ 

Reception Form (AP91) □ 

OTHER INFORMATION 

Fine □ I 
Restitution □ J 
Custody □ 

Courtesy Supervision □ 

No Local □ 

No Show □ 

€ut-Of-County 
Bay Area □ 

Non Bay Area □ 

Immediate Need □ 


COMMENTS 


ACTION TAKEN 

Cashier notified by unit supervisor 


Date 


INTAKE OFFICER 


DATE 

•Ent#r data and Ratum form to unit »upurvi*or aft»r 
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TO UNIT: 

PROBATION OFFICER IDENTIFICATION SLIP 


LAST FIRST 

DELIVERED 

DATE 

PROBATION OFFICER ASSIGNED TO CASE . 


Ml PROBATION NUMBER 

FORM DUE TO FRONT DESK 


NAME/CASE LOAD# 


TO UNIT: . 

PROBATION OFFICER IDENTIFICATION SLIP 


LAST FIRST 


DELIVERED . 


DATE 

PROBATION OFFICER ASSIGNED TO CASE . 


Ml PROBATION NUMBER 

FORM DUE TO FRONT DESK 


NAME/CASE LOAD# 


TO UNIT: . 

PROBATION OFFICER IDENTIFICATION SLIP 


CLIENT . 


LAST 

l| DELIVERED 


FIRST 


Ml PROBATION NUMBER 

FORM DUE TO FRONT DESK 


DATE 

PROBATION OFFICER ASSIGNED TO CASE . 


NAME/CASE LOAD # 
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CASE ASSIGNMENTS 


UNIT MO./YR.. 


CLIENT 

OFFICER/ 
CASE LOAD - 

DATE 

COURT 

SOURCE 

ZIP 

CODE 

CLASSIF. 

CASE 

ASSND. 

CLIENT TO 
BE SEEN BY 

CLIENT 

SEEN 
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SAN FRANCISCO ADULT PROBATION DEPARTMENT 
PAYMENT PLAN STATUS SHEET 

INSTRUCTIONS 


The attached worksheet is to be used by all Probation 
Officers to keep track of the status of all payment plans 
within their caseload. It will be reviewed Quarterly with 
their Supervisor. 

Each client’s account should be updated at the end of 
every month, whether a payment has been made during the 
month or not. 

Receipts should be kept in the clients file. Notations 
need not be made on either the Book Sheet or Narrative 
forms . 


Description of Contents of Columns: 

Client's Name - Client’s name, last name first. 

Date of Prob. - Beginning date of client's probation 

period. 

Exp. Date - Expiration date of client’s probation 

period. 

Total Payment Due - Total amount of Fine/Restitution. Put 
an "F" after the dollar figure if the 
amount is for a Fine and an ”R” if the 
amount is for Restitution. 

Payment Plan - Payment Plan agreed to between the client 

and the officer. 


Jan - Dec. - Put Amount Paid each month and the Balance 

owed as of the end of the month. 


Year - Put Total Amount paid during the year in 

the Pd. column. Put the End of Year Balance 
figure in the Bal . column (should be the same 
as DEC). Figure in Year Bal . column will 
be carried over to January Bal . column at 
the beginning of the next year. 


I 


I 


I 


< 


< 

I 

4 


J12L 


i 

[Bal .1 







































T3 
Q - 







































3 

a 







































•o’ 






































0 

z 

a 







































•u 







































o 

03 







































TJ 

CL 







































a 

03 








































V 







































O' 








































V 







































n 

& 

o 

CN 

rv 

O 

> 

5 

> 

0 

O 

§ 

0 

s» 

a 

1 

| 

CM 

r~* 

rtl 

o 

Cv 




























V 

K. 

>- 


• 

> 


o 

O 

o 

o 





























1 aunr 1 

i 

£ 

> 

I 

o 

> 

f-l 

W 

N 

i 

0 

£ 

o 

e>» 





























V 


* 

o 

ft 

0 

C 

u 


ft 

rV 






























CD 


> 

> 

0 

> 

> 

U 


































V 


o 

c 

0 

ft 


Vq 
































< 

i 

£ 

> 

W 

o 


| 

































V 

0 

W 

ft 

s 

0 

*1 

° 

& 

































S 

i 

K 


8 

s 

& 












1 






















i 

* 

0 

% 

ft 

o 


































I Feb. 

m 

JL 

> 

O 




































2 


| 




































1 Jan. 

m 

SIS 





































V 

sir 





































Payment 

Plan 

ii 

Ij k 

1 

1 

e» 

l 

s 

v, 

$ 

1 

£ 

0 

* 

** 

< 

ft 

s» 

<5 

1 




























H §. 

p < Q 

uj 

o 

o 

1! 

fts 

0 

0 

s> 

0 

0 

* 

H 

1 

*» 

i 

h 

o 

a 

X 

0 

u. 

0 

*s 

>r 

D 

•« 

0 

a 

k 




























ssi 

* 

\k 

u 

£ 

V0 

$ 

ft 

u 

SL 

cl. 

p*. 

0*n 

a 

a 

Vf 

5 

i 

es 




























5^j 

a °£ 

r 

fe 


fe 

s» 


< 

fe 

ft. 


k. 

rv 

y 

ft 

s# 

fe 

i 




























« 

i 

z . 

4J 

j 

u 

]3 

h 

k 

!* 

o 

h 

> 

% 

e 

} 

% 

l* 

V 

o 

* 

ft 

s 

*« 

< 

Vl 

$ 

* 

to 

*5 

& 

0 

* 

x- 

S 

« 

u 

5 

k 

1 

•4 

V< 


kj 

ft 

«5 


































m 

0> 

o 








® 


o 






sO 


® 


O 






vO 




4 

4 




i 


( 

I 

( 


APPENDIX F 


SUPPLEMENTAL 

REPORT 


PACKAGE 


« 
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Instructions: The following format is to be used for all Supplemental 

Reports and Motions to Revoke and Modify, to either 
Municipal or Superior Courts. Underlined Headings on this 
page are to appear on all reports. 


IN THE COURT OF THE STATE OF CALIFORNIA 

IN AND FOR THE COUNTY OF SAN FRANCISCO 


THE PEOPLE OF THE STATE 
OF CALIFORNIA 

Plaintiff , 

vs 

Defendant . 


DEFENSE ATTORNEY: 


Judge: 
Prob. No. 
Charge: 


Date & Sentence: 


TITLE OF REPORT 


Dept. No. 
Court No. 


REASON FOR PRESENT APPEARANCE 


PROGRESS ON PROBATION 

A. ARREST(S) 

1. CURRENT CHARGE (S) 

a. DEFENDANT’S STATEMENT 

2. OTHER ARRESTS SINCE GRANTED PROBATION 

B. COMPLIANCE WITH CONDITIONS OF PROBATION 
1. DEFENDANT’S STATEMENT 

C. EMPLOYMENT /LIVING ARRANGEMENTS 

CREDIT FOR TIME SERVED 


EVALUATION 


RECOMMENDATION 





































IN THE SUPERIOR/MUNICIPAL COURT OF THE STATE OF CALIFORNIA 


IN AND FOR THE COUNTY OF SAN FRANCISCO 


THE PEOPLE OF THE STATE 
OF CALIFORNIA, 


Plaintiff , 


vs 


(True name or AKA) 1 

(Name appearing on 
court records) 

Defendant, i 


Judge: (Who will hear case) Dept. No. (In which 

motion will 
be heard) 

Prob. No. (Assigned by APD) Court No. (Assigned 

to the 
charge by 
court) 


Charge: (Charge for which 

defendant is 
currently on 
probation) 


Date & Sentence: (Of current grant of probation, 

and any subsequent action) 

Example: 10/1/77: Imp. S/S, 3 yr prob. 

12/1/77: Prob. Rev. BWI 

12/1/77: Restored to prob. 


Defense Attorney: (List Name) 


TITLE OF REPORT (Supplemental + Date Due in Court; 

Motion to Revoke; Motion to Modify; 
etc. ) 


REASON FOR PRESENT APPEARANCE 


This section should contain a one sentence description of the reason for the 
present appearance. 

EXAMPLES : 


Motion to revoke probation by District Attorney based on new arrest for 
burglary on 4/14/78. 

Probation revoked for desertion on a bench warrant issued 2/12/78; 
warrant was served on 4/14/78. 

Probation officer's motion to modify conditions of probation to include 
psychiatric treatment. 
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PROGRESS 

I 


ON PROBATION 


ARREST(S) 


Purpose: To provide succinct information on the current charge, 

if applicable; and any other arrests of the defendent 
since this grant of probation. 

1. CURRENT CHARGE ( S ) 


This Section should contain the following, if applicable: 

First: Date of arrest, charge, court number, and a one or 

two sentence description of the legal status of the 
current charge. A detailed legal summary is not 
necessary. 

EXAMPLE : 

ARREST DATE: 4/14/78 CHARGE: 487 PC (SC 93287) 

459 PC 
594 PC 

Defendant was held to answer on the charge of 487 PC 
on 5/17/78 in MC 17. The other charges were 
dismissed. 

Second : A brief informative statement of the important facts 

and circumstances related to the current offense. It 
should answer the following questions : 

WHO - Parties involved 

WHAT - Acts of parties involved 

HOW - Means used 

WHERE - Location 

WHEN - Date, time 

EXAMPLE: 


Hayes was arrested on an Oakland traffic 
warrant, 5/28/78 at 12:55 A.M., at a 
construction site at Polk and Eddy in San 
Francisco. A booking search of Hayes produced a 
metal box containing suspected barbituates and 
heroin. Officers had responded to a possible 
459-in-progress . The reportee stated that a 
person matching Hayes' description had been 
trying doors at the construction site. 

a. DEFENDANT'S STATEMENT 


Purpose: To give the defendant an opportunity to make a 

statement about the new arrest. The source of 
the statement may be either verbal or written. 














. 














If the defendant chooses to make a verbal 
statement, the probation officer should make 
every effort to help the defendant produce a 
statement that would not exceed one brief 
paragraph. 

If the defendant provides a written statement, 
it is to be included verbatim in the body of the 
report if it will not exceed one brief 
paragraph; otherwise it is to be included as an 
attachment, and so indicated in the report. 

2. OTHER ARRESTS SINCE GRANTED PROBATION 

This section should contain a summary of arrests other than 
the current charge. It should present the date, charge and 
disposition of each. A brief one sentence description of the 
offense should also be included. 

EXAMPLES: 

Date: 5/27/77 Charge: 487 PC 

Disposition 6/3/77: 

- 1 yr. S/S 

- 3 Yrs. prob. 

- Live-in Treatment, 3 mos. 

The defendant knocked down an 87 year old woman and took her 
purse . 

Date: 2/8/78 Charge: 459 PC, 2nd 

Disposition 3/5/78: 

- Imp S/S 

- 3 yrs. prob. 

- 6 mos. CJ 

- Drug treatment 
through APD. 

The defendant entered an apartment and took a color television 
and a coin collection. 

COMPLIANCE WITH CONDITIONS OF PROBATION 


Purpose: To describe probationer's performance (e.g.: reporting, 

payment of fines or restitution, attending court ordered 
treatment etc.). This section should be specific (i.e., 
probationer failed to report 5 times in 12 months, Jan., 
Mar., May, Oct«» Dec.). 































- 





1. DEFENDANT'S STATEMENT 


Purpose: To give the defendant an opportunity to make a 

statement about possible failure to comply with 
condition(s) of probation. The source of the 
statement may be either verbal or written. 

If the defendant chooses to make a verbal statement, 
the probation officer should make every effort to 
help the defendant produce a statement that would 
not exceed one brief paragraph. 

If the defendant provides a written statement, it is 
to be included verbatim in the body of the report if 
it will not exceed one brief paragraph; otherwise it 
is to be included as an attachment, and so indicated 
in the report. 


C. EMPLOYMENT /LIVING ARRANGEMENTS 


Purpose: To inform the Court of the employment status and 

relevant facts concerning the living arrangements (e.g.: 
place/conditions of residence, means of support, 
substance abuse and health problems) of the defendant. 
Do not repeat information covered in the Presentence 
Report, which should be attached. 


CREDIT FOR TIME SERVED 


Purpose: To provide the Court with an accurate listing of all periods of 

custody related to the current grant of probation. Each period 
of custody should be listed separately indicating reason for 
custody, dates of custody, number of days served and location of 
custody (e.g.: County Jail, State Prison, court ordered live-in 

drug treatment program etc.). Statement should be in 
chronological order. 

EXAMPLE: 




NUMBER 

OF DAYS 

SERVED 

REASON 

DATES 

CJ 

SP 

OTHER 

Prior to sentence 

3/1/77- 5/1/77 

61 



Vacaville 

5/1/77- 6/1/77 


31 


Sentence 

6/1/77-10/1/77 

122 



Live-in Treatment 

10/1/77-12/1/77 



61 

Modification 

1/4/78- 2/1/78 

29 



New Arrest 

6/1/78-Present 

20 





232 

31 

6 T 
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EVALUATION 


Purpose: To make use of the information above to develop an evaluation of 

the defendant that will fully support the recommendation. It is 
meant to be an Analysis and not a mere restatement of facts. 

RECOMMENDATION 


Purpose: To present the Probation Department's recommendation(s) to the 

Court. These must be specific, legal, and logically and 
objectively supported by the information and evaluation above. 


REQUIRED ATTACHMENTS: 

1) Presentence Report regarding present grant of probation and any earlier 
Supplemental (attach to original and defense copies). 

2) Incident Report of pending matters (attach to all copies). 

3) CTS form 1584 (if custody is an issue). 


Indicate on the court slip the name of the defendant's attorney and whether 
he/she is a Public Defender or a private attorney; paperclip to the front 
of the report. 


7/26/78 
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SAN FRANCISCO ADULT PROBATION 


MONTHLY CASELOAD AND COURT ACTIVITY REPORTS 
INSTRUCTIONS 


MONTHLY CASELOAD REPORT 


All entries on this report relate to Probationers, Not Grants of 
Probation. 


This report will be filled out monthly by each officer in the 
Community Service Division and given to his/her Unit Supervisor. 
The Unit Supervisor will then produce a Unit Summary (of the 
summary totals at the bottom of the page only) by accumulating 
the Summary Totals of the individual officers in the unit. The 
Division Supervisor will then produce a Division Summmary (of the 
summary totals at the bottom of the page only) by accumulating 
the Summary Totals of the individual units. 

The due date schedule for the Caseload report is as follows: 

First workday of the month - Officer Reports for previous 

month due to Unit Supervisor. 

Third workday of the month - Unit Summary due to Division 

Supervisor . 

Fifth workday of the month - Division Summary due to Chief 

Probation Officer. 


SECTION A - PROBATIONERS ADDED 

Probation officers are to record the Name, Superior/Municipal 
Court (if client has grants from both courts, mark Superior only ) 
and the Sex of all new probationers added to their caseload 
during the month. 

An entry is made only if a probationer is an addition to the case 
load, not if another grant of probation is added to a current 
probationer in the caseload . 


SECTION B - PROBATIONERS REMOVED 


Probation officers are to record the Name, Superior/Municipal 
Court (if client has grants from both courts, mark Superior only ) 
and the Sex of all probationers removed from their caseload 
during the month. In addition, the officer should also indicate 
the reason for removal: normal termination, court termination, 

revocation, transfer out or other. 

An entry is made only if the probationer is removed from the 
caseload, but not if one or more grants of probation are removed 
but the probationer remains in the caseload. 


« 

It 


I 


♦ 


I 


♦ 

♦ 
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SECTION C - SUMMARY TOTALS - PROBATIONERS 
PROBATION OFFICER 

Each probation officer is to fill out the Summary Total 
section as indicated on the form and shown in the attached 
samples. He/she is to give a copy of the completed report to 
his/her supervisor on the First Workday of each month, with 
figures for the previous month. 

It is important to note that this process must begin with a 
Complete Inventory of the current caseload. From then on it 
is primarily a matter of updating the Additions and Removals 
each month. 

UNIT SUPERVISOR 

Each Unit Supervisor is to summarize the totals from the 
reports of his/her individual officers into a Unit Summary 
and give a copy to the Division Supervisor by the Third 
Workday of the month. 

DIVISION SUPERVISOR 


The Division Supervisor is to summarize the totals of the 
individual units into a Division Summary and give a copy to 
the Chief Probation Officer by the Fifth Workday of the 
month. 

See attached samples on how the Caseload Report is to be filled 
out. 


MONTHLY COURT ACTIVITY REPORT 


Entries on this report relate to Court Activities performed by 
the Probation Officer and are Not limited by whether the proba- 
tioner has more than one Grant of probation. (For example: four 

separate court activities performed on the same probationer who 
has three separate grants of probation would be counted as four 
activities.) 

This report will be filled out monthly by each Probation Officer 
in Both the Community Services and Investigation Divisions and 
given to his/her Unit Supervisor. The Unit Supervisor will then 
produce a Unit Summary made up of the Totals for each Officer in 
the unit. The Division Supervisor will then produce a Division 
Summary made up of the Totals for each Unit within the division. 

The due date schedule for the Court Activity Report is the same 
as for the Monthly Caseload Report. 

See attached samples on how the Court Activity Report is to be 
filled out and summarized. 
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SAN FRANCISCO ADULT PROBATION 
MONTHLY CASELOAD REPORT 


e.s. 


R D‘ MQ/YR- Q_ / 7 8 


PROBATIONERS ADDED 


PROBATIONERS REMOVED 




COURT 

SEX 

CLIENT'S NAME 

COURT 

SEX 

SlORM 

TERM 

CT. 

TERM 
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OTM. 
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z.£u//r a. 


✓ 
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SUMMARY TOTALS - PROBATIONERS 


1. BEGIN MO. (PREV. MO. NO. 6) 


/oo 


FOLLOWING MUST ALL BALANCE TO NO. 5 TOTAL 


Z ADDED (TOT. SEC. A) 

3 

MALES 

?7 

S. COURT 

s-J 

3. TOTAL 11 ♦ 2) 

/o3 

FEMALES 

7 

M. COURT 

37 

A. REMOVED (TOT. SEC. B) 

7 

NO. INSTRUCTED 
TO REPORT 

IN PERSON 

BY TELEPHONE 

BY MAIL 

6. END MO. (3.4) 

76 

2.? 

Vf 

20 

6. NUMBER OF PROBATIONERS 
END OF MONTH WITH 
MULTIPLE GRANTS 

: 

CLASSIFICATION 

BREAKDOWN 

MAX. 

MED. 

MIN. 

3 
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SAN FRANCISCO ADULT PROBATION PAGE __ OF 

MONTHLY CASELOAD REPORT 

DIVISION: UNIT ; / nPPirFR- D « MO/YR: 5 /*7 % 


A 

PROBATIONERS ADDED 

B 

PROBATIONERS REMOVED 

CLIENT'S NAME 

COURT 

SEX 

CLIENT'S NAME 

COURT 

SEX 

NORM 

TERM 

CT. 
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RVK. 
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SUMMARY TOTALS - PROBATIONERS 

1. BEGIN MO. (PREV. MO. NO. 6) 


FOLLOWING MUST ALL BALANCE TO NO. 5 TOTAL 

2. ADDED (TOT. SEC. A) 


MALES 

JO 

S. COURT 

Go 

3. TOTAL (1 ♦ 2) 
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JO 

M. COURT 

¥0 

4. REMOVED (TOT. SEC. B) 


NO. INSTRUCTED 

IN PERSON 

BY TELEPHONE 

BY MAIL 

5. END MO. (3-4) 

too 

TO REPORT 

3o 

S~0 

20 

& NUMBER OF PROBATIONERS 
END OF MONTH WITH 
MULTIPLE GRANTS 



CLASSIFICATION 

MAX. 

MED. 

MIN. 
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BREAKDOWN 
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SAN FRANCISCO ADULT PROBATION PAGE OF 

MONTHLY COURT ACTIVITY 


DIVISION: G . S'. 

UNIT: Z 

OFFICER: 3^^^/ 3"" 

MO/YR. 

PRE-SENTENCE RPT. 

PRE-PLEA RPT. 

| DRUG DIVERSION 

SUPPLEMENTAL RPT. 

PROGRESS RPT. 

MODIFICATION 

REVOCATION/B.W. 

DISMISSAL 1203.4 PC 

EARLY TERMINATION 
1203.3 PC 
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SAN FRANCISCO ADULT PROBATION PAGE OF. 

MONTHLY COURT ACTIVITY 
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SAN FRANCISCO ADULT PROBATION PAGE OF 

MONTHLY COURT ACTIVITY 
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DIVISION: U . 

UNIT- 
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PRE-SENTENCE RPT. 

PRE-PLEA RPT. 

DRUG DIVERSION 

SUPPLEMENTAL RPT. 

PROGRESS RPT. 
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EARLY TERMINATION 
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RECOMMENDATION FOR AN ALTERNATIVE METHOD 
OF ASSIGNING PROBATIONERS TO WORK UNITS 


CURRENT STATUS 

- The San Francisco Adult Probation Department currently assigns 
probationers to work units in the Community Services division 
by the Zip Code of the Probationer. 


FINDINGS 


- The reasons for adopting the Zip Code method of assignment were 

good : 

1. So that Probation Officers would become familiar with 
geographic areas and their resources. 

2. So that Probation Officers would not have to travel great 
distances to see several probationers in a single field 
visit . 

3. It was an easy way to assign Probationers. 

- In reality, Zip Code assignment is somewhat unrealistic and 

causes certain problems: 

1. San Francisco Probationers are very mobile and reassignment 
every time a Probationer moves is impractical. 

2. Zip Code assignment causes workload imbalances that are 
difficult to correct. 

3. Officers may wish to use resources in other Zip Code areas 
than their own. 

4. Field visits are somewhat unrealistic, with the caseloads 
San Francisco Probation Officers carry. 

5. San Francisco is small, covering only 7 square miles. 


RECOMMENDATIONS 

- That the Zip Code method of assignment be eliminated. 

- That current workload imbalances between units be rectified. 

- That future Probationers be assigned to work units in 
chronological order. Unit 1, Unit 2, Unit 3, etc. 

- That Zip Code be maintained as part of a Probationer's records 
for its information value. 
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APPENDIX I 

CLASSIFICATION PROCEDURES 


RECOMMENDATION 


4 1 


RECOMMENDATION FOR A METHOD OF CLASSIFYING PROBATIONERS 


CURRENT STATUS 

- The San Francisco Adult Probation Department is not currently 
using any uniform method of classifying Probationers. 


FINDINGS 

- Probationers differ according to their needs, potential risk to 
the community, amount of work they require, etc. 

- Most Probation Officers felt that classification of a Proba- 
tioner involves some degree of subjective judgement based on 
facts . 

- Most Probation Officers felt that a Probationer's classifica- 
tion can change from time to time. 

- Most Probation Officers were somehow classifying their Proba- 
tioners now. 

- The following were areas mentioned by several Probation 
Officers as being important to them for classification of a 
Probationer : 

1. The Current Offense of the Probationer. 

2. The Probationer's Previous Criminal Record , whether he is a 
repeater or not. 

3. Whether the Probationer has a History of Violence . 

4. The Living Environment of the Probationer. 

5. Whether the Probationer has a history of Drug or Alcohol 
abuse . 

6. The Service Needs of the Probationer. 

7. The Probationer's Willingness to Participate in services 
offered. 

8. The Probationer's Potential Risk to the community. 


RECOMMENDATIONS 


- That the San Francisco Adult Probation Department adopt a uni- 
form process for classifying Probationers based on the Amount 
of Time and Effort the Probation Officer judges it will take to 
effectively supervise and support a given Probationer . 
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That the Probation Officer’s classification decision be based 
on a combination of facts and professional judgement and be 
subject to concurrence by the Supervisor. 

The recommended process would be as follows: 

PROBATION OFFICER 


1. Fill out attached form (AP103) on each Probationer, marking 
whether this is the Initial or a Revised classification; 
and send it to the supervisor for concurrence. 

- Classification ratings relate to the Amount of Time and 
Effort the Probation Officer judges this Probationer will 
require, based on facts given under each item and profes- 
sional assessment. 

- Overall Classification is based on the classification 
category with the most check marks. A tie goes to the 
higher category. 

2. Include the form in the Probationer's file, once it is 
signed and returned by the Supervisor. 

SUPERVISOR 


1. Review the form (AP103) for Documentation and Reasonable 
Consistency of classification ratings. 

2. Sign the form, indicating Concurrence, and return to the 
Probation Officer; or discuss further with the Probation 
Officer to arrive at an appropriate classification rating. 

NOTE: Forms involved in the current Intake Process and 

s Monthly Caseload Reporting Procedure all contain 
Classification information. 


8/21/78 


















SAN FRANCISCO ADULT PROBATION 

CLASSIFICATION FORM 


PAGE 1 OF 


1. CURRENT OFFENSE 


2. PREVIOUS CRIMINAL RECORD 


1 HISTORY OF VIOLENCE 


4. LIVING ENVIRONMENT 


Probation Number 


Max. Med. 


Max. Med. Mm 


Max. Med. Mm 


Max. Med. 


5. HISTORY OF DRUG OR ALCOHOL ABUSE 


Classification 


Max. 


Med. 


Min. 



PAGE 2 OF 2 


CLASSIFICATION FORM 


CLIENT 

Last 


First 


Middle 


Probation Number 


6. SERVICE NEEDS 


* Classification 


Max. 


Med. 


Min. 


7. WILLINGNESS TO PARTICIPATE 


* Classification 


Med. 


8. POTENTIAL RISK TO THE COMMUNITY 


* Classification 


Max. 


Med. Min. 


Overall Classification 

(Based an Tatals) - -Max. Med! Mm” 


Initial Classification. 


R wised Classification FROM: 

Max. Med. Min. 


TO: 

Max. Med. Min. 


** Probation Officer 


Data 


h Supervisor 


Date 


•Based on jed«f moat end support!*! facts 
••Send completed form te mpervnor for c 
— nota te te officer after tipdef 


API 03 19-1-78) 


* 
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APPENDIX J 


EDP JOB AID 


PACKAGE 
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PRETRIAL WORKUP 


A. Purpose 

To clarify roles and responsibilities of the EDP section 
whose efforts directly support the immediate goals of the 
Investigation Division. Also, to list additional information 
not yet provided by the aforementioned section. 

B. Section members and respective responsibilities 

1. John Bohn - Supervisor of EDP Unit 

2. Steve Meinrath (CETA 8103) Assistant - Intake - Pretrial 

weekly probation grants - EDP - Accounting 
and statistical reports 

3. Beatrice DeLeon (CETA 1424) Computer - statistics - 

calendar - presentence reports - 
pretrials 

4. Diana Battle (CETA 8103) - Pretrials - Intake - court 

backup 

5. James Norwood (CETA 8103) - Pretrial - Court rep. 

6. Joann Anderson (CETA 1430) - Intake - clerical & steno 

7. Pat Thomas (CETA 8103) Court rep. 

C. Information made available and provided by section 

1. CII 

2. Up-to-date court history 

3. Police contact report 

4. Incident report 

5. Driving history 

6. Records from other agencies 

7. CYA 

8. Juvenile 

9 . CDC 




<f 


(I 


II' 


* 
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# 


10 . 


Out-of-state information 


11. Prior case records 
Information not provided 


1 . 


DA, family, defendant, medical and ancillary contacts 
which can only be made following plea or conviction. 
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PRE -SENTENCE REPORT QUALITY 


After taking into consideration the needs of the community and 
the defendant, the probation report will create a picture which 
leads to development of a plan with which to guide the defendant 
back to a non-crime pursuing life. 

The plan formulation ensues from a report that embodies basic 
principles in the form of a criterion. This criterion should be 
used in the writing and evaluation of the report. 

1. CONCISE - little repetition 

prudent use of words 
only pertinent information 
gramatically correct 

2. DEDUCTIVE - facts presented in logical order 

format followed 

facts support recommendation 

3. ACCURATE - explained verification of significant factors 

consistency of facts 

4. OBJECTIVE - control of emotions/dispassionate 

integrity 

independence of recommendation 
pragmatism 

The above factors should be used to construct a report that will 
lead to effective restraint. 
































APPENDIX L 


MOTOR VEHICLE PACKAGE 



San Francisco, July 24, 1978 


TO : ALL STAFF 

FROM: WALTER D. MORSE 

SUBJECT: MOTOR VEHICLE FORM 


As you know, we've added five new cars to our department's 
vehicle pool. As a result, some problems have arisen that 
require attention, such as reserving the cars, tracking 
cars, car trouble, accidents, etc. 

To help eliminate these problems, we have developed a pool 
vehicle form that will help streamline the process and 
help eliminate most of our problems. 

For further explanation, please see attached revised Policy 
Statement. Blank forms will be available from Patrick 
McDuffie, Anne Hermanson, and the supervisors. 


WDM: jp 



SAN FRANCISCO ADULT PROBATION DEPARTMENT 
STATEMENT OF POLICY AND/OR PROCEDURE 


No . 100 . 02 Dated July 27, 1978 
Page 1 of 5 Pages 


PROGRAM: ADMINISTRATION 

SUBJECT: USE OF CITY CARS 


Replaces No . 100 . 02 Dated 6/30/78 


Effective August 1, 1978, the department’s assigned vehicles 
will be available to all department personnel on as-needed 
and first-come, first-served basis, but subject to the 
following guidelines: 


Policy Guidelines 


1. To reserve a car, a "Pool Vehicle Order” (form Attachment 1) 
must be filled out and submitted to the secretary in Room "A". 

2. Management approval is required for out-of-county use 
and/or if the vehicle is going to be stored overnight 
at a location other than the Hall of Justice. 

3. Cars will be used for department business only. Travel 
to and from home, restaurants, etc., is unauthorized 
use . 

4. Employees using City cars are responsible for adding 
gas when the fuel tank level reaches one-third full . 

Cars can be refueled at the Police service station on 
Bryant Street, between 7th and 8th Streets (next to the 
Work Furlough facility). Employees will be required 

to sign a form and note the Adult Probation Department 
number 111 and the amount of fuel purchased. If a gasoline 
credit card is needed, it may be obtained from Administration. 

5. Report any accident to the secretary in Room "A", and 
to your Supervisor immediately. Complete the City 
”Auto Liability Accident Notice" available in the car 
or from Administration (Attachment 2). 

6. If you find that you cannot return the vehicle at the 
designated time, call 553-1688 as soon as possible. 
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No . 100 . 02 Dated July 27, 1978 
Page 2 of 5 Pages 


Responsibilities 


1. Employee fills out request form to reserve car and submits 
it to the secretary in Room "A". 

2. Secretary schedules car by filling in "office use" section 
and keeps form until employee picks up vehicle. 

3. Employee picks up the vehicle on requested date and fills 
in the time he/she leaves and the current mileage reading 
on the car. 

4. Employee returns the vehicle and completes the rest of the 
form. He/she then returns keys and completed form to 
secretary. 

5. Secretary then notes return of car and forwards 

completed form to the appropriate unit supervisor at the 
end of the month. Note: The secretary should notify 

the Assistant Storekeeper of any car trouble reports 
immediately . 

6. Unit Supervisor reviews usage and forwards the forms to 
the Assistant Storekeeper. 

7. Assistant Storekeeper , arranges for necessary repairs 
and files form by vehicle . 

8. FUTURE: In the future the storekeeper will probably be 

responsible for reporting charges to the Budget people, 
who will in turn prorate expenses back to each indivivua - ' 
work unit. 
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ATTACHMENT 1 


No. 100.02 Dated July 27, 1978 
Page 3 of 5 P ages 



OFFICE USE 

San Francisco Adult Probation 

CAR 

|ID 

POOL VEHICLE ORDER 

PARKING 



DATE 

TIME 

TO BE RETURNED 

3 



DATE 

TIME 

4 

TO BE USED BY 


TEL. C 

NO. 0 

NAME 



WORK UNIT 6 APPROVED BY 

7 

DESTINATION 

8 


PURPOSED OF TRIP 

9 


OVERNIGHT STORAGE LOCATION(S) 


10 

TIME "I n 

OUT 1 1 

MILE 

OUT 

12 

TIME 1 0 

IN 1,3 

MILE 

IN 

15 

TOTAL -I n 
TIME 

TOTAL 

MILES_ 

16 

17 FUEL READING: E 


M % F 


18 Explain Trouble: 


APIOO (8-1-78) 


TROUBLE REPORT 



















































No . 100 . 02D ated July 27, 1978 
Page 4 of 5 Pages 


Attachment 1 
(Continued ) 


Form Instructions 


Below are specific instructions on how to fill out the order form. 


A. To reserve a car, fill out Items 1 through 10: 

1. The date and time request made. 

2. The date and time the car will be called for. 

3. The date and time the car will be returned. 

4. Driver’s name. 

5. Driver's telephone number. 

6. Driver's work unit. 

7. Supervisory approval (if required). 

8. The exact address (i.e., "City Hall", or "888 Kansas Street, 
San Francisco" ) . 

9. The reason for the trip (i.e., "Visit client John Doe", or 
"Appear in Superior Court at City Hall"). 

10. The specific address where the car will be stored other 

than the Hall of Justice (i.e., "M. Smith, 233 Pine Street, 
San Francisco" ) . 


B. Upon picking up the vehicle: 

11. Note the time you leave with the car. 

12. Note the mileage of the car before leaving. 

C. Upon returning the vehicle: 

13. Note the time you returned the car. 

14. Subtract 11 from 13 to arrive at total time car was in use. 

15. Record mileage. 

16. Subtract 12 from 15 to arrive at total miles. 

17. Circle fuel level upon returning the car. 

18. Describe any vehicle trouble. 
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ATTACHMENT 2 

If involved in an accident fill 
out this form. 







APPENDIX M 


WORD PROCESSING 


PACKAGE 




TO: ALL STAFF 

FROM: WALTER MORSE 

SUBJECT: WORD PROCESSING FORM 


The following Word Processing form and procedures were discussed 
and agreed to by the management staff and will be effective 
, 1978. 

1. When filling out the new Word Processing Request form, please 
be aware of the following (Attachment 1): 

A. Note the date and time you require the work to be 
completed. This date and time refers only to the 
date/time you want it and does not refer to the court due 
date. 

Please allow three days from the time you submit your 
work until the time you expect it back. (Example: 

Submit 9:00 AM, Monday, June 26, due Thursday, 9:00 AM, 
June 29 ) . 

B. EXCEPTION or RUSH JOBS require supervisory approval. 

C. For a revision, fill out the top section of the form; it 
is not necessary to fill out "instructions" section 
unless they have changed. 

2. Submit all work (new jobs, changes and/or corrections) for 
central typing to room 220. 

3. Any questions regarding your submitted work may be referred 
to the Control Clerk located in room 220. 

4. Please do not include case file folders. 

The (archive material) and (retained more than two weeks) will 
apply when we convert to the Word Processing equipment. At that 
time, it will be possible to permanently archive (store) 
materials that can then be typed without changes or be retyped 
with changes and/or substitutions. It is hoped that these 
features will be utilized extensively once the equipment is 
received. 

It is hoped these procedures will allow the Word Processing 
Center to provide you with a more professional product. If you 
have any questions regarding the new procedures please see 
Bob Richert. Your cooperation in implementing this form is 
appreciated. 



























































ATTACHMENT 1 


WORD PROCESSING REQUEST FORM 


I 

I 


Submitted by 

Unit 

Client/Report Title __ 
New Job ED 
Archived Material f~~) 


Date. 

— — Needed by 

Rrn Tel Date / Time 

_ No No. 

Rush 

— Mgmt. Approval Required 

Revision ED (Include previous draft) 

(Describe) 


INSTRUCTIONS (Not required on 

Type of Job 

ED Presentence 
□ Supplemental 
ED Progress Report 
ED Drug Diversion 

Estimated pages 

ED Rough draft 
ED Final 

Special Instructions 


Revisions unless different from previous reque st) 

ED Motion to (specify! 

CD Other (specify) 

Number of carbons _____ 

ED Single space 
ED Double space 
ED Space & half 


ED Call when ready 
ED Deliver when completed 

Retain more than two weeks? ED No □ Yes How Long? 


TO BE FILLED OUT BY WORD PROCESSING 

ED Dictation 

ED Handwritten 


ED Typed 

ED Form 


Stored on: 

Archived: 



Purged: 


Assigned to: 

Time out: 



Time bar.k: 
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WORD PROCESSING REQUEST FORM 


Submitted by _ 

mr. 


L.ES LGu !o 


Unit _ 


Rm 
No. _ 


Tel 

No. 


Client/Report Title _ rocT&r ueh 


IJcSS 

~Ebhc.M 


A. q 

Dat 

Needed by 50l t i 

Date / Time 

Rush 

Mgmt. Approval Required 


New Job CD Revision & (Include previous draft) ^ 

Archived Material (Describe). /Merck />'£ l ; /C /g tchc y 


INSTRUCTIONS (Not required on 

Revisions unless different from previous request) 

Type of Job 


CD Presentence 

[H Motion to (sperifyl 

CD Supplemental 

P^fhher (specify) — ^ -iA Cl L ) El 7 CL. 

CD Progress Report 

CD Drug Diversion 

Estimated panes ^ 

Nnmher of r.arhons h>jC. A*. 

CD Rough draft 

CD Single space 

EfFinal 

CD Double space 


□ Space & half 

Special Instructions 



B^all when ready 
CD Deliver when completed 
Retain more than two weeks? CD No 

n Yes How Lona? ^ ^Cj) 1 V 

TO BE FILLED OUT BY WORD PROCESSING 

CD Dictation 

CD Handwritten 

CD Typed 

CD Form 

Stored on: 

Archived: 


Purged: 

Assigned to: 

Time out: 


Time back: 


















































































Srtmpce z. 

WORD PROCESSING REQUEST FORM 


Submitted by. 
Unit 1 




sU 


Rm 

No.. 


Ie_ 


Tel 
No. . 


<MU= 


Client/Report Title . 
New Job [ 


Si 


n , 




Archived Material l~1 


Date. 




Needed by kr±0 sm 


Date 


Time 


Rush 


(wgrt Approval Required 


Revision EH (Include previous draft) 
(Describe) 


INSTRUCTIONS (Not required on Revisions unless different from previous request) 

Type of Job , 

l*LPresentence 
EH Supplemental 
EH Progress Report 
EH Drug Diversion 

Estimated pages 

□ Motion to (specify) 
1 1 Other {specify) 

Number of carbons 

5 

^0Rough draft 

EH Single space 


□ Final 

^J3^Double space 


Special Instructions 

EH Space & half 



)j^Call when ready 
□ Deliver when completed 

Retain more than two weeks? EH No ^^Yes How Long? 


TO BE FILLED OUT BY WORD PROCESSING 

EH Dictation 

EH Handwritten 


EH Typed 

EH Form 


Stored on: 

Archived: 



Purged: 


Assigned to: 

Time out: 



Time back: 









































































APPENDIX N 


COURT OFFICER PACKAGE 



San Francisco, August 7, 1978 


TO CONCERNED PARTIES: 


The enclosed is a package that outlines the nature and responsi- 
bilities of the court officer unit for the Adult Probation 
Department of San Francisco. 


The package is not intended to be a complete information 
resource, only a guide to implementation of the court officer 
concept . 


The officers whose participation was integral to the formation of 
this package are as follows: 


Steve Genis 
Bob Schuman 
Terry Cook 
Marvin Pugh 


Tom Job 
John Bohn 
Ed Schlageter 
Dick Silva 


Very truly yours, 


Walter Morse 
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A. Description of need for a Court Officer Unit 

1. Inaccurate information - 

The present work-flow from the courts to the Adult 
Probation Department forces information to be 
inaccurate. This is caused by the volume of 
material, inadequate staffing, and a general 
atmosphere exemplified by uncoordinated efforts by 
so many divergent interests. 

2. Inadequate distribution - 

The distribution of court-related materials 
emanating from the Adult Probation Department is 
inefficient. Distribution is carried out by many 
people from many different areas of the department. 
Responsibility is difficult to place. Tracking 
court-related items is time-consuming. 

3. Necessary information lacking - 

The present work process of court-related matters 
lacks important items of information. Examples of 
these are custody slips and revocation 
notifications . 

4. Involvement in plea/sentence bargaining - 

It is generally agreed upon that the concept of 
plea bargaining is at the heart of an efficient 
system of justice. Plea bargaining, to be 
successful, must avail itself of all available 
information. This principle tracks directly with 
the role of the probation officer. The role of the 
court officer would in time lend itself to this 
important process. 

5. Credibility - 

The use of highly skilled probation officers in the 
courts would help to improve the department's image 
and credibility. It would also allow for the 
coordination of many of the divergent interests 
that now exist. 




B. Work volume statistics 


MUNICIPAL 

COURT - 

ACTUAL COUNT 

- JUNE 1st 

- 23rd 


Dept . 

Paper 

Persons 

Total 

Reynolds 

9 

0 

1 

1 

Dossee 

10 

10 

21 

31 

Axelrod 

11 

1 

2 

3 

Victoire 

12 

2 

6 

8 

Olecomendy 

13 

5 

8 

13 

Dearman 

14 

26 

32 

58 

Yee 

15 

4 

11 

15 

Van Beroldingen 

16 




Arata 

17 

4 

10 

14 

Williamson 

18 

6 

69 

75 

Garcia 

19 

1 

0 

1 

Total 

11 

59 

160 



Total Items - 219 



MUNICIPAL 

COURT 

- Projected 

For Month of 

J une 


Dept . 

Paper 

Persons 

Total 

Reynolds 

9 

0 

1 

1 

Dossee 

10 

12 

29 

41 

Axelrod 

11 

2 

2 

4 

Victoire 

12 

3 

8 

11 

Olecomendy 

13 

7 

11 

18 

Dearman 

14 

36 

44 

80 

Yee 

15 

6 

15 

21 

Van Beroldingen 

16 




Arata 

17 

6 

14 

20 

Williamson 

18 

8 

96 

104 

Garcia 

19 

1 

0 

1 

Total 

11 

81 

220 



Total Items - 301 



Superior - June 1st - 23rd (3 weeks) - Actual Count 


) 


Pre-Sentence Reports 


Dept . 

No. 


10 

5 


19 

3 


21 

15 


22 

92 


23 

16 


24 

6 


miscel. 

6 



143 

Total 

Sup. Reports - due in June 

Dept . 

No. 


5 

1 


21 

2 


22 

78 


23 

JL 



82 

Total 

Motions 

Dept. 

NO. 


22 

42 



42 Total 


I 


I 



C. Court Officer structure 


The proposed structure of the Court Officer Unit is as 
follows : 

1 Supervisor 
3 Intake Officers 

3 Court Officers 

4 Court Aides 

1 Unit clerk 


Total personnel - 12 




D. Responsibilities of participants 

1. Supervisor - Responsible for the management of the 

Intake Officers, Court Officers, 
clerks, and aides of the Court Officer 
Unit. 

2. Officers 

a. Court Officer 

1. Required duties 


a. Direct 
bench . 

and 

daily 

liaison 

with 

the 

b. Direct 

and 

daily 

liaison 

with 

the 


District Attorney's Office, Public 
Defender's Office, Police Department, 
Room 201, Room 306, Room 101 and the 
Sheriff's Department. 

c. Daily direction to Court Aides. 

d. Representation of the Department in 
Court . 

e. Examination of court calendars. 

f. Liaison with training section. 

g. Supervise proper distribution of 
presentence reports and other related 
department materials to the courts. 

h. Maintenance of referral slip process. 

i. Maintain policy binder on court 
procedure . 

j. Check presentence report 
recommendations (secondarily 
responsible) . 

k. Check arrest records of Defendents who 
are presently up for sentencing. 

l. Responsible for plea/sentence 
negotiation. 

m. Responsible for knowledge of the intake 
process . 


2. Optional duties 

























a. Assume a case load presently assumed by 
one or more present custody officers. 

b. Assume responsibility for all or part 
of courtesy supervision cases 

c. Assume responsibility for supervision 
of reduced caseloads. 

b. Intake Officer - See Intake Package 

3. Clerks 

a. Cross-training as a court aide 

b. Maintenance of unit court calendar 

c. General clerical duties 

4 . Court Aide 

1. Filling out court referral slips 

2. Distribution of Department materials 
to courts 

3. Distribution of pre-sentence reports to 
courts . 

4. Daily checking of court calendars. 

5. Aids and informs defendent of 
conditions of probation 

6. Cross-training as a unit clerk 




II. Department information vehicle (Adult Probation Department 
and Bench) 

A. Purpose - 

With the implementation of a permanent court officer 
unit, there will be a need for an ongoing permanent 
communication structure to exist between the Adult 
Probation Department and members of the Bench. This 
vehicle, taking the form of regular meetings, will 
allow for a meaningful dialogue to be exchanged. 

The benefits flowing from such a structure are many and 
various, but specifically will include the consistency 
of policy and insurance of implementation of same. 

B. Structure 


1. Agenda - thoroughly prepared agendas to be 

distributed to participants well in 
advance of meetings. 

2. Questions - prearranged and agreed upon questions 

to be selected and agreed upon in 
advance of meetings. 

3. Moderator - the moderator of the meeting will be a 

court officer. 

4. Introductions - to be handled by the chief of the 

Adult Probation Department. 

5. Recordings - points of significance are to be 

recorded and distributed to 
non-attendees . 

6. Time - to be held for a period of from one to one 

and one half hours. 

C. Participants 
1. Judges 

a. Two judges should be present at each meeting 

b. Members of the Bench should be from the same 
court 

c. Senior judges should be contactd to participate 
first . 

d. Judges representing departments that impact the 
Adult Probation Department most should be 
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■ 













contacted to participate first. 

2. Probation Officers 

a. Two representatives from each unit should 
attend . 

b. The appropriate number of attendees from the 
department should be 15 persons. 

Implementation 

Implementation of both the initial structure and 
ongoing meeting will be the responsibility of the Court 
Officer Unit. 
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Court/Department Communication Vehicle Guide 


A. Purpose - 

With the implementation of a permanent court officer unit, 
there will be a need for an ongoing permanent communication 
structure to exist between the Adult Probation Department and 
members of the Bench. This vehicle, taking the form of 
regular meetings, will allow a meaningful dialogue to be 
exchanged . 

The benefits following from such a structure are many and 
various, but specifically will include the consistency of 
policy and insurance of implementation of same. 


B. Structure 

1. Agenda - thoroughly prepared agendas to be distributed to 

participants well in advance of meetings. 

2. Questions - prearranged and agreed upon questions to be 

selected and agreed upon in advance of 
meetings . 

3. Moderator - the moderator of the meeting will be a court 

officer . 

4. Introductions - to be handled by the chief of the Adult 

Probation Department. 

5. Recording - points of significance are to be recorded and 

distributed to non-attendees. 

6. Time - to be held for a period of from one to one and one 

half hours. 


C. Participants 
1. Judges 

a. Two judges should be present at each meeting 

b. Members of the Bench should both be from the same 
court 

c. Senior judges should be contactd to participate 
first. 

d. Judges representing departments that impact the Adult 
Probation Department most should be contacted to 
participate first. 



2. Probation Officers 


a. Two representatives from each unit should attend. 

b. The appropriate number of attendees from the 
department should be approximately 15 persons. 

Implementation 

Accomplishment of both the initial structure and ongoing 
meetings will be the responsibility of the Court Officer 
Unit. 









































APPENDIX P 


DEPARTMENT TELEPHONE 


LIST 



July 11, 1978 


TO: ALL MANAGEMENT PERSONNEL 

FROM: WALTER MORSE 

SUBJECT: TELEPHONE LIST/ORGANIZATION CHART UPDATE 

RESPONSIBILITIES 


We have now initiated a telephone list and an organization chart 
which we hope will be a useful management and communication tool. 

For this to be effective, it is important to maintain it by 
providing current, correct information. This is where we need 
your help. Below is the system by which we hope to update both: 

Management Responsibility 

When you know of a change (adding a person, person leaving, 
retiring or transfering to another unit) fill out the "employee 
change notice" (see attached) and forward it to Maggie Ortelle's 
In basket, located on her desk. 

Front Desk Responsibility 

Maggie will then arrange for the additions/corrections on both 
lists. She will establish her own cut-off dates to allow for 
typing, xeroxing and distribution by the first of every month. 

Your cooperation is appreceiated in implementing and maintaining 
these lists. 
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EMPLOYEE CHANGE NOTICE 


CIRCLE ONE: Chang* Delete Add Transfer CHANGE WILL BE EFFECTIVE 

Date 


Last 


First 


Ml Unit 


Rm 


Tel 


Title 


Classification 


Status Old Unit (if transfer from) 


COMMENTS:. 


Submitted By 


Date 


9 / 1/78 


EMPLOYEE CHANGE NOTICE 


CIRCLE ONE: Change Delete Add Transfer 


CHANGE WILL BE EFFECTIVE 

Date 


Last 


First 


Ml Unit Rm 


Tei 


Title 


Classification 


Status Old Unit (if transfer from) 


COMMENTS: 


Submitted By 


Date 


9 / 1 / 7 ® 
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